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Introduction 


The Parent Child Center (POC) Hanaqenenk Information system (HIS) coosiats of 
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three interlocking. components — ny a standard set of fecordkeeping ‘forma far 

Llogal PCCS, (2) an interlocking set. of quarterly reporting forms, ang. (3) a 

sevies of management FOpOrts that can be generated from the data that are 
“reported on the quarterly Leper tang Forms. The definitions and procedures 
that: are. required fer uniform recordkeeping and information reporting are 


contained ina. User." 's Manual. The organization, of the SY SUN, the bas AC uses 
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Of the: syston for manggemant dacis Lon-making, the proceduras. for data valida~ 


tion and preparation, decision rules for contingencies, file and. maintenance 


procedures, resource e requirements for “system operation, computations and 
estimating procedures, | and: reporting schedules are contained in this tHO 


volume set. of PCC MIS Documentation. | 
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” The system documentation has two purposes. Tr facilis tates the maintenance of | 


the. system asd it permits the replication of either all of of various aspects 


pa oe. the: system by ether Peeaenee and agencies. 


The maintenance of a iiSnayonent Int oxpation System is a co nt inuous proéess, 


. stare turnover at either, Pe national and the local ievels of program opunation Res 


7 ean ‘disrupt the system. Hence, a whitten reference book as needed toa insure: 


ae that basic understanding, ‘Linkages; and procedures are not lost through stage, 


turnover. 


i 4 . 4hé passage of. time is also Likely to alter “the circumstances phat gave rise to, 


the initial system design. - For examples it may be necessary te ask. local 


“PCCS tor report. on the ‘namber o£ ‘handicapped children being served’ ‘by. handi~ 


oe - capping condition. “What changes would this require in, the system? How would 
Za cof the, addition of data points affect data processing? is. it possiblé to Link 
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Ll Services” to handicapped’ children to program costs? — These and many ‘other 


| oe “questions might be raised by: a proposed, change in. the: system. The $ System 


- Documentation, is a “ational Data Coordinatox: ‘Handbook, cf ore’ is intended for 
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fo | Erequent ° ‘usage: ‘by a. ‘Limited number of Pco-MIs- data processing personnel. ." ‘aS, - 
. ee it ds sepectes ‘to have ‘the: ‘technical 1-and progenies objective’ s of ‘conveying : 


“ceeion parmér. "te: is a’ cho ae sie 


Volume TE of the, Ogguron 


ssyshem features. easier. to trace and reproduce accurately 


tation ig intended fox a diffurent epetiatized vec. 


it isa actailed record. ofthe Bcc’ MIS design. Ie wild assist in quesrioans 


Of proposed system changes, such ag data deletions oy additions. 1f enables 


a systems analyst. to trace the Lene of information and thus to a0 how 
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proposed changes affect the aystep's operation. It also facilitates replicd~ 


.téon of “the general approach and methodology embodied in the roc HIS by maki 
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Tatroduction to volume = 


‘The objectives ¢ of ‘thts volune axa to present the Hational para Coch ka Gang" 
wLED an overview of, the document iripat~outpit relationships, ' exhale thaty 
- Validation ard processing procedures: required to praguce ‘tho Quar hardy Manage 
mont Reports from iniput doc uments subebtved by the PCE ‘Bs and te Speokiy aystecn 
resource: requirements and’ distribution dnd File maintenance procedures, for 
“sndcltihte entire Manageneht Information Systes) 
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“The first. chapter presents thie “input Quarterly Reports: which are require for 

‘each of the output Quarterly Management Reports. this material is presented — 

at the beginning. ef the volume to provide the National Duta ¢ Coordinator with 
eo an ovetview of ail ofthe input and output documents, aeFore beginning che ; 
detailed data’ walidation ard proparation procedures. q* . s 
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the ‘second. chapter presents a detailed Sd eae of strictly a cannes validation * 
ae _ procedures to be used in “cleaning” ‘che input data as it arrives. ‘The chapter 
ineludes & form to he used by the ‘National Data’ Coordinator in recording’ the 7 4 
. arrival and preliminary ‘gereening of each: of the Quarter? ¥ input reports. for, ; +) 
each ‘PCC. . The. ‘chapter ineludes also’ a, detailed ‘set of Afternal éross-checks 
te be\used by the National Data Coordinator in carefully Fevsew ang each ppae » * 
srepore before beginning the data processing phase 


the third chapter is the core of the. ‘National. Data Coordinator Handbook, speci= 
2 tying the steps £0. be followed in trans seribing - ‘key data elements. from the - ap 
~ “input. reports to 3 interim worksheets, and performing: a ‘ series of. ‘igaleklations. 
to transform the ‘input data ‘inte the informatd ion required for output Quarterly | 
‘Management Reports. “These” ‘procesaing procedures havé been ‘carefully. eross~ 
referenced to both. input. and - putput reports. Every ‘effort has ‘been, made to “ 
| minimize the duplication. of. processing steps by designing workshedts useful” 
* de the prepaxatiol of ‘several output reports _Simaltaneously, wherd:: the same ae 
input 3 fate elements are required in. several output Seppo a 
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The fourth » sim details: the. ¢ personne}. and material ¥esources s regula | to ie. 


“ne aixth Chapter specifies the boats ‘ 


ge ddncedburéen patterns for the varbous —, 
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EI. DATA VALIDATION PROCEDURES 
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, on all forms. ‘and. ene following data validation: procedures are sSupienenteds 


‘ 


’ DATA VALIDATION. PROCEDURES - 


All Parent Child Centers are ‘required to complete and mail nine quarterly reports 
_ to ‘the National Data Coordinator by the 10th calendar day following the end of a 


quarterly ' ‘reporting period. Reports not Zeceived. by the Sth calendar day are 


2 = e 
considered late submissions. ‘Programs failing to submit reports within, -Bhe stipu- 3 
lated time frame are. called ‘immediately to determine why requilgd documents have 


not ‘been prepared. 7eyephone assistance is provided,s as necessary + to resolve 


«problems and to insure that _steps are taken by the program to complete and. sub- 


mit accurate reports within -5 days. - (A written notification of non-receipt 


“is also mailed to PCC Directors ‘failing to comply with the deadlines. ‘These “ 


procedures are strictly enforced and are intended to ‘underécore the importance 


of eeneiy’ submission of reports to facilitate rapid processing and turn-around. 


Ifa “PCC cannot submit! a complete quarterly report package, the program will not 


be included in quarterly management output reports. National averages and stumary 


' xeports of management statistics will be ‘prepared on the. basis of total number 


of PCC's reporting. Any reports received after the 20th calendar day of the 
month cannot be processed. - f 

es 
When’ each set of quarterly reports: 3s véeceived, the date of receipt is entered : 


“ (1) preliminary Review: Data validators conduct a DreLiminary review 7 
3 of each. PCC! s report package ‘to ascertain’ ‘whether, all “reports! have 
“been included and whether all. forms have ‘been. fully. ‘completed. 
A figure” must be reported for. all data een, -Programs have been 
instructed to usé zeros (0) as appropriate sd indicate that a data - 
point i: is not. applicable or to indicate. that, no quantity should be 
_ reported. Tf a data item is unknown, ‘the abbreviation, UNK should be 
used to signal missing ‘information. All blanks and unknowns are 
considered unacceptable and require a call back to.the program. (See 4 
. item (4) below). Preliminary review findings are recorded by: ‘the . 
: validator on a data validation format/memorandum to be mailed to the 
program. The preliminary review ‘process requires approximately 7 


1/2 hour. per program. — 


‘ 


22 


2 a ; a . Sivviedrasbigaeat ee 
(2) Cross-Checks: A systematic list of internal cross-checks for each 


quarterly report | and cross ‘ks “geroxe ‘reports has been ‘developed ; 
to identify tabulation errors ~ncorrect data reduction procedures, 
inconsistent and/or inaccurate ‘data and questionable, data--given the 
: scope of each. PCC's ‘program operations as reported.’ These cross~checks, 
‘(presented on pages 26 through 39 en have been incorporated into a 
; worksheet | to be used by all validators in documenting ‘suspected pee 
cedural, conceptual, or tabulation’ errors in each PCC report package. 
When cross-check ‘operations have been completed, the data validation 
 .format/memorandum is completed, specifying ‘the problematic data’ points. 
8 on each report. Internal cross-checks: require approximately 1 hour 
per “pce. a 
(3) Data Validation Format: “The data validation format memorandum is 
completed and returned to the program no later than two days following 
. reteipt of the quarterly reports. .The ‘format serves ‘two: purposes. 
critical to rapid processing of accurate * data within ‘the projected 
en around time: of four’ weeks. ~ - The form is snicorperaked into ‘the : 
validation procéss as both a guideline for validators ana a written 
documentation of, “process outcomes. Additionally, the. format. is 
ie intended to provide centers with immediate -and specific feedback > 
on the status of their reports with respect to timeliness, and accuracy. - 
“At the same time, the format provides the data validator and PCC data’... 
coordinators with summary information required to facilitate the 


telephone call backs. PCC! s will be alerted ‘to problems prior to the 


call and can prepare to xespond to ae data validator ' Ss questions: 


(4) “Telephone Validation: ‘Telephone cal Backs: are made. to all pcci s which 


fail to submit reports or which syeeut unsatisfactory. Yeports, Lox 


whatever. reason. These calls are facilitated. by sending, the Data. ,- 

Validation format/memorandum which is. ‘sent prior ‘to the call backs. 

and ‘indicates to the local centers ‘where their. Quarterly Reports: ._ : ie 

. incomplete or inconsistent. Centers submitting, apparently accurate. 
and complete reports may also” be called to xandontLy- verify . data collec- a 
tion procedures. All items. which do “not cross ‘check and ‘all tabulation - . 

oad ’ -° errors are reviewed with the. data coordinator who is, then, expected te | 

-xesolve the inconsistencies and call in correct” information within 24° 


t 


hours. ) =n, many cases; a ‘review of inconsistent or ‘inaccurate data - 


ne " xeveals that. the data coordinator - ‘ 
‘ENG ee? ae aa 22 ¢ 


* : rs 


, 
(1) did not properly compile data From local -records, 
mS ag - : ft uh fe a ; 
(2) did not follow quarterly report instructions, or e 
03) did not keep: complete and accurate local reéords. . 4 
The validators must then provide tha data coordinator with. technical 
assistance to insure that instructions are clarified and - that. ‘proper. ar. 4 


procedures: will be followed in correcting reports. ‘ : we - 4 tot 


When data is suspect but not "necessavity inaccurate ‘(such as’ very high/— 
low. service data) ," the: data coordinator will be, asked to justify the 
statistics ‘reported. “This may ‘include, for example, describing’ the | 
‘service population, the: ‘service frequency, unusual cixcunstances, or. 

a methods for collecting and compiling. data. A determination | then’ a 


. be made as ‘to whether or not. the data is plausible. In the event ie 
that inaccurate data can noe be. ca es or missing data can not . 

be supplied, estimating procedures are used to obtain. "reasonable" 
figures. | Estimating techniques are: based on exoss~check ‘procedures 


and take into account special circumstances pifecting the. program’ s 
/ . 


operations. = . ts aoe 


In the past, telephone validation has averaged approximately one hour . 2° aa 


\" 


‘per center, and’ typically requires’ two calls per si ; However, it is 
anticipated that the time spent. in telephone validati n° will decline 


2. “x sharply as the Local. PCC's gain experi ence in ‘completing Quarterly Reports 


and keeping local Pec records. 
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- SUBJECT: © MIS Quarterly Reports: ‘Data Verification 


ABT ASSOCIATES +ING, a . 
SS WHEELER STREET. CAMBRIDGE. MASSACHUSETTS o2138 °°, - 
TELEPHONE 6 AREA 617:492-7100 sos 7 i, 
e a ge” _ >. MEMORANDUM: ae  & a 
uo sor a . a es ee rr :" 
TO: . Parent Child Center Director | ye , mat 
FROM: PCC-MIS Analyst Oe ae hd wo 3 


ee ee oe enn es ee wn oa oe ea en es oe oe oe re one oe enn A On Oa eth es ET ee Onn ee Onde OY ee one 8 OND ee tn OD aD enn RS ome nt nn oe NU ek to ene I OD oan one Ou RE oun en eee SI one ean Ae one me ee ee wwe ew wwe we re we me 


NOTIFICATION OF RECEIPT 


coe 
te 


7 Your MIS Quarterly Reports were received by peed, ‘on . a y ‘ 


" .  month/day/year 


-. DATA _ 0 T0. PIMeny: SUBMISSION OF REPORTS CONTAIN REQUIRED 
-VERIFICATION _ - #eguiRED DOCUMENTATION . “AND ADEQUATE INFORMATION . of 


Report _ . On Time 


Participant 
Characteristics 


‘Staff . 
Characteristics 


i Services I - 


‘Services II. 
:Sérvices III - 


“Staff Time. 
Utilization _ 
- Donated Services 


-Non-Federal 


Donated: Services 
Federal” 


‘| Narrative” 


7 


Report , bh As ee items on each report are } outlined 


[Participant 
Characteristics - 


state 
{Characteristics - 


‘IServices I 
{Services II 


Services III. 


” Reports is Xerox those reports. which seems. inaccurate OY. questionable, 


‘reports ‘and send. these copies to the center instead of ‘the’ “Data Validation 
Results" chart. 7 


ee a DATA VALIDATION RESULTS + Se es ee Se 


Quarterly -{|- Unsatisfactory Reports: Inaccurate or questionable data 


below ‘ 


mt 


Staff Time we ee Se 2 

jUtilization. aa ie :  # . 
‘(Donated Services ~ A. 
Non-Federal | 
Donated Services © : 
Federal. 

{Narrative —° [a a oo 

oO 


PCC Name 


: 
_ An alternate approach. to verifying questionable data on the quarterly 


a 


indicate questions. about” specific data items on. the ‘Xeroxed - copies of ‘the 3 . 


_ es 


er Ie ~ - nc a if x 7 1 
P pie . . Ay . . ee . % ; | ‘ | : “, ra - oa : 
: ; oO ; INTERNAL CROSS CHECKS FOR THE ; ; ‘ : 
fe co | guaranty REPORT ON PARTICIPANT CHARACTERISTICS, aa 7 “a3 
” : 2 a ‘. * te -o . : ‘, es * ; te 2 : : a . . a 4 
. a: = = oe : : ® ate : : ” = : ‘ - = ‘ ; a - ~ = 
ENTRY OR ENTRIES**: Eze CROSS CHECK , °° ieee ENTRY OR ENTRIES* 
. co . Rey 2 . : Fe . ee be ‘ be es : 
— man 
"Pamilies Enrolled - H Should normally he. less_ "Families Enrolled" in. - Fi 
’ at End of Quarter" H than, or at least not. VS during’ the quarter: in ‘ha ; 
me = iat -, * | + greater-than . 7 - “4 “Quarterly Report on | 
L. er ae a re _ tes - . | ° Services to Partici- 
< a — f ies .*s eee ee y pants Tei. 4 e4 : 
7 ee : Ce eae 
“Number of-Months. } -Sum-cf numbers entered. | WFamilies Terminated — 
_ Terminated Families | in blanks under this’ - .evp.* During Quarter" ~ 9° 7. ff 
a _ Were: Enrolled in. 1 heading must equal _— . 
_ the PCC -Progyam" -~ fo. 7 | see | 
eos cee a | = . : 
. “Reasons for | } sum of numbers entered - | “Families Terminated | na 
i “Términation" - -. 1 lin blanks under .this. | | During? Quarter". — eee 
. ae a Tae heading. must, equal poke H oa, ae Sees _ % os Jb 
aa az —4 =a a cease 
: “Female Head of : matt be ‘less than, ox | “Families Enroliéd at’ 
ue -Household"’ 1 equal to, a | - End of Quarter". 
oa “Language Other. H Must. ‘be less. than, or : | | “Pamilies Enrolled ato: : 
| 7 ae than English" a equal ny ee ee | End of Quarter" ‘ 
; ees ae —— ———_. : 
_ "Household with. | a a Must be. jess ‘than, or | "Families: Enrolledsat  . a 
: . ". Handicapped ane Saual, to, 0 . 3 4 End of Quarter" . a? 4 
on - Children" oar 2 rr ae oe ee Sd 2 
i "Receiving. AFDC Saree Must .be lass than, or’ eh cas "Families Enrolled.at | J } 
. ‘ or Public’ . ‘ equal to, a : —_s f. End of Quarter. . he 4 
ee - .. Assistance" | ie eee Sa on: A 
[.. “Income Below. |. | Must be less than, or - {: "pamilies enrolled. at - .< 4 
a, Poverty Level". . : equal to, fh, geet. awl. ‘End of. Quarter" ; a ae 
aan I. : : pi ie t ni ve Pea ‘ 
_ CS 4 
} Also;,.must be greater than, “Receiving “AFDC or 4 ; ; 
for. @qual to,, “3, 47° : ae ae gene Lo ; 


4 "Families Enrolled at” 
- rs oe he blanks ‘under this \- .End-of Quarter" 
. ¢ Onn i ae | rete : 

i “ 


' heading must equal 


r . "Households with..." Sum. Of numbers. ‘entere. a in”: 


; 
is 
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—_ a e Re Be i a ae ere ea 
_ Quarterly Report on Participant Characteristics (continued) . & . 
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4 : Ok Number in the 0 to 3 age | "Families Enrolled 
— 1 \. group - would nornially exceed, | -at End of Quarter" lee 
I I ; ; ; 
1 5 but be less than twice, H Oo ; | 
1 _“(Also, it is very ‘unlikely el se ° 
- f° that any age “group. will | , 
r to have a ‘O 4 
- ee) ne —- + ——— — 
1 Should: normally be Less id "Focal Children 
{ than, or, at least: not. “1 (0 ‘to 3 years)" 
| “greater 't than — 1 enrolled during. 
” 8 oe ot the quarter, in 
: 7 - | the Quarterly 
' Report: on Services: 
a8 7 V to Participants I 
t . s ' : — 
af Number. in the o to 3 age > 1 wpotal Number of 
“|. group must be equal to "1° FOCAL CHILDREN 
| the sum-of . | Enrolled. in Center (s). 
: H i at. Eas of Quarter" 
~ . hy ! ae : 
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3 1 at pia ae 
an oi ‘ 'potal Number.of 9s 
a . he ; t ae a ee fe 
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tg i quarterly Report on Participant Characteristics (eoaesiiied) , a 
a a ee Pg 8 
- ..) Sum of numbers entered in Households with" . _ af ig | 
7 | this ‘column must fall between { , 
. { upper and lower limits set. H ; 
oe a s — — } by the data under the | ; I = oS 
i * '" heading. (For-an explana- - | 0° | , 
od > of | tion. and example for calcu- ae = 
, > : lating these limits, see to. a ae 
a % F -agy caret : - : (OT rT. OE 
; -" ““potal Number of '. | Sum of numbers entered in: Families Enrolled 
+ - participants" - 1 this column, minus the sum j at End of Quarter" 
] _. (Under "Parti- .”- | of. numbers entered in the 6. : 
: ... Gipants by... a. ; column under "Participating H 
; Ethnicity") |. Children Aged:", must be ©. ti os ae 
| a fe |- greater than © H oo. 4 
brags pe Ht oO ee | (However; since this calcu- =} ‘ur 2 
st . 1 lated difference isthe — { a oe _ 
ae | _ “o* *s ft number ofsadult partici- Y ee 6 ms 
oa . , oe | pants, it should be "rea~ — | Ye ae 
ws % a a ar -] sonable," in view 6f the’ + . 
, | . es 1 number of fariilies enrolled. yt " f wets . 
: . 8 
— if oe x ‘All snveies aré on the ie eis Report: < on Participant characteristics’ 
ee - unless otherwise indicated. en 


Calculation, of Linits fox "Total number of Participants". - ae 


ae all méttbers of a BCS family Housaiola: are cons ‘tdexed +6 Ba cakes 
_cipants, the data on size of households imply certain Limits on the- 


/ total number.of participants as indicated by the sum of the numbers | 


ae Listed under ‘"Total Number Participants" on the Quarterly Report on \ 
Participant Characteristics For example, if the- eat ontyS: Sata were\ 


reported on size of households: ant oS ; a i 


\ 


\ 7 : : Householas-with . 
ne _ 26° 2: or 3 members’ ; a . 
‘ oe 32 64 or 5 gubeee . cre , 
i - 27 6Gor7 members ray = - , . ao : 
a 8 ox more membete: ara i 


(66) (Total) © * s , 
» the: lower limit’ on number of participants wanla be? calculated. as, follows: 


yt 


26x 2= 52 ie a? eae Se. 4 | - ge tae 
-- 32x 45 128 | : - 
Peat te eee 6= 42 S 
1x 8=  &.. | _ 7 ; ; 
* Potal 230: = Lower Limit a ae ; a ad 


. For all practical purposes, the, upper. Limit may be obtained by adding . 
the number of families enrolléd (66) to the lower limit. “Thus , the \ 
fie “Upper Limit in this exanple would be: © ee ‘ 


. 


te 230 Lower Limit 2.6 Pe 
. + 66' Number of Families Enrolied 
“Total "296 = / Upper Limit . 


Po ir 

: ; ‘If all the families in. each hous ehold sine category had the smaller 

Pe i * number of menbers for that. category, the total number of participants . 

, : “would be equal to the lower limit (230); if all the families in. each. 
* household size’ category had the ‘Larger. number of members for that . 
category, the total. number of. ‘participants would be equal to the ; 
upper limit (296)*. .“In almost all actual cases, the total. number of. 

os » participants will fall somewhere between the lower and upper limits... « 

' .. In no case may the total number of poe eit sales -below the lower _* 
‘Linit, or enous the ses limit. ae : s - 


= peg ; 
’ fhe upper Limit would be ‘slightly higher. if some of. the fonda ves in 

-- the "8 or more member" households ‘should have more than: 9 members | 
in the household. 
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“profess sionals/ Non- 
'. Professionals 


INTERNAL ‘CROSS CHECKS FOR THE 
fee 


\ : | QUART RLY REPORT ON STAR CHARACTERISTICS: | Fanner. 
ee - ‘ Sc apie ete 4 
ENTRY OR. ENTRIES* ee CROSS CHECKS , [UEtee ENTRY OR ENTRIES* 
‘ i a : ‘ o : en ae ' : a 
a I “s - an 
“Number of Honths (Sum of Numbers. entered 7 "Employees’ Terminated 
Terminated Employees | !in blanks under this _ f During Quarter" 
Worked at the Pcc" theading wust equal fo , . 
sn oie ee a ~~ 4 
“Reasons for | _ . d8um of numbers entered’ | "Employees Terminated ©. 
Termination - ' ‘tin blanks under this — t During Quarter" - 
theading must equal 1 _ 
ca ‘ 7 : . 1. a = deo ‘ ‘ ra 
“Males/Females" i Sum of thes two’ J “Employees on Payroll a 
Sones etn cena, AONELOS must equal. {at End ef Quarter" ° a 
i 


. ; i { : ¢ 

“Staff who have been PMs ¢ he less. than, or | “Employees on Payroll 

or currently are. }equal to } at End of Quarter 

PCC participants i ¥ oa 7 a 
cm reef se tt aero ena re erent egreerimnsnngnanytiate 


Sum of these ‘two 


1. say 

: "Employees on Payroll 
Full-Time Employees” - jentries must, equal | 

; 


at End of Quarter | os 


“Employees on Payroll 
at End of Quarter" 


Sem ‘of these two 


entries must equal © 
es SY A 


Sum of these three ‘ 


2 EE A: Ay AO CE OD 
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1 
i 
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Ute 


{ i a ees 
“Administrative : oot "Employees. on Payroll = ee .% 
Staf£/Direct Service jentries must equal _ . at End of Quarter" ih 
“Staff/Support Staff = bo eee Vs - a *%; e 
“ P ! ? j . ‘ By A at 
“sBmployces by’ “1 Sum of the numbers in . { “kmployees on. Payroll >... 
Ethnicity" ~~ . fthis column must equal i’ at End of Quarter” . 
“Employees on Payroll sum of these three , “ae TOTAL ‘NUNBER or. PAID 
_at End.of Quarter" ientries should equal ‘+ STAFF REPORTED", as 
"ane! } 4. entered. on. the - first 
: - . i page of the ‘Quarterly 
“Employees erminatea. : : } Staff Utilization , 
During. Quarter" : 7 Report # 
ana | f ; 
"Total ‘Number of ; < t- pig, ee e 
. Temporary Paid 77 : ‘ a. 
. Employees" i , . a 


otherwise: indicated 
‘ asa roy 
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{ a i "  anpernar, ¢ CROSS CHECKS FOR Re 
j ie INR RiY REPORT On 1 SERVICES TO. PARTICISANTS T. 
] te BANTRY OR ENTRIES* [Tome cross CHECK |. fotmee ENTRY OR ENTRIES* 
B. we a Se a a " emma eect enema tt I mere j : 
aise ‘“fotal Number of days !Must be less than, on. | “Petal Number of Days ~ 8 
yo: ‘Child Care Services. | equaltto, ; PCC Operated During 
{ “Provided During the i i the Quarter” 
Quarter . | ! : fi 
; mentor aan erie ener henner a ane nreires intone he 
“Total Namber of POCAL [Sum of these thrrn i*porticipating Children 
CHILDREN Enrolled in. | entyies should equal | ; ged Q to 3” in the 
3 Center{s) at End of , i oo > Quarterly Ronack « on 
| Spay Quarter” | ' Participant. Charac= ; 
: oe i teceuaa CS 
“4 ~ and i i Eovistscs 
. is fey, , f 4 
‘e '.  “fotal Humber of FOCAL | i 
| CHILDREN Enrolled in’ | i 
Outreach Homes ak End j- : 
a of Quarter” 
aC . and . : 
“Total Number of FOCKL _ I i = 
CHILDREN Enrolled in | i : 
Day Homes. at End of | | { 
- Quarter” i of 
“Pocdl Mothers ivhis number should» aa cehanen. in 
{Pregnant Women} * - Ibe. greater than, or : the Quarterly | Report 
—_ 1 i ear eae 
: -pequad to, the entry. 4 on Services be cot 
‘ “pin any one of the - ' Eptheipants, pants 2iT. 
‘}24 boges to the .. ve 
a a aa | right of the heading . 
etowmenrencetant et races BE P ee snmmenremorinaicatenennteermems ° | 
Focal children Sh ould. noraally “be | "Participating children 
2. W to 3 3 years)" greater than,.or at ) Aged @ te 3 in the. ie 
least, E equal to. 1 Quarterly F Report on” . _ 8 
ys | Participant ‘Charactes 4 
j xistics — 
= 2 
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[A Fuirtoxt Provided by ERIC [ME 
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é | Quarterly Report on Services to Participants J (continued) |. 
: _paeamctrtninemttne ryan aatry ane a cain Wales rosesiaibebspesiin Sanaa en ae Cr lat retectits 
{ Should nermally*be i“Pamilins Earollad at 
iqreater that, or at ; End of Quarter” in the 
‘ eS twarker 7 Eomort. © 
j least equal to 1 Shares dy Es ORE On 
j | Particn 
4 : i Seristies 
¥ ‘ Fanue mentee ee . earner satu ne nerse ra 
= 2 ifhis number must be 1" Parent Education and. 
| . Greater than, or equal i Tr aining : Saber of ‘ 
‘ ite, each OF the en- i Mothers” . 
_ :tries in the 22 boxes 1): 
sp a : ; UBarent pdueation and 
4 ' to the right of each { 
iq : i of the headings | ' Trainings umber of ‘ 
fhe i 4 Fathers” ; : 
i B k : e . 
= | located An the lower . . ~ 
i 1 section ef the Guarterly c 
' n 1 Report on Sexvicas. ia . 
4 i Particip 32nks ite. : 7 
* } This number must be 4 "Total Number of Dif 
i greater, than, or equaél f- erent Parents Who 4 | . 
| é bet 7 _ | to, cach of the tyo i Participated in Educa- 2 
: "Families Enrolled” i entries under the } ‘tion ang Training 
— : | heading = | Sessions Buring the 
1 1 Qharters Mothers/ 
i Fathers" 45 reported’ 
: 7 3 . goby Pe Yoe 
| } : in the Quarterly ; 
i : : Report ik on & on Services , 
4 - i SI pAnes 53) nike ve 
a “Average Number. of : should normadiy he long i Pot 1 Homher of Parente 
PARBHT Nembors (Pthan, of equal to oc. : Serving. on the Policy . 
Attendin Policy 3 2 . * Council at End of . me 
: 3 § UNLESS. Parent Mexnber~ ° } ” we End sae a ae 
Council Heer LAGS acer preg : : © Suarter” 
by ‘ship on the Policy. : : 
baring ‘the i eee 2 i r 
Quarter” ' Council declined sae . 
ee Pear the end of the -~ } 
| quarter. ‘ ae oe 
= senbiepneneesabensionne - Bonne mensren menses LERMSAMOERORE! ee 
"ALL entries are on che ‘Quarterly Ropoxt on | Seriices to Part. Licipants Ea : 
unless Pen eae indicated: oy : 
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Ceon|nie Secvtcers fo NET ae siduld ba ree 5 Sees 
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a aug k H gf eer urremmaaenee ED ate SAE ee, Me RE Ee octane aoe 
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| ; 4 Som of the 22 entries ¢ [Parents Rducation and, 
; for different tyrcs ef \ [ Training’ Listed as i : 
if parent, education and 1's 
. 4 i re . P a i 
pod ; raining sestions, is ‘ ; 
4 + nerealiy such less, and { 
: : k a eh é . 
: ( canner bo greater than, | + 
‘ : « ilacated in upper | 
“ ‘ s z re 4 " 
iy a : 4 Seation of vanern} 
‘ or isa ashi a an ' 


Sign of the 32 entries Sen 
far ae hyped of 


oo “Parent Education arid 
Trainings Nimnber of 
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ny 
§ 
4 : . 
a Mothers" . ; Prent od ning 
; craining 
: q 
: ; 
} . é 
i t 
i : : 
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* w | {hoeated in a 
: geekion af ; A 
5 ¢t 'y fi 
aa i The entry in any one af ("Fuenilies Harel ted" < 
7} 4 the 22 boxes wa3ld nor= | during the quarter, ze 
ig P ni = fh " yy M8 : 
fe ‘ » mally ea dese than, and a5 reports in the 
* - ee we . x ~; roe 
4 Gannet be greater than. 1 Guartocly Peport On 
t ° i : !Shrvieas to Parsici~ 
i - : : : F ’ qe" ere een me al : 
. : . : i - f_Pants L. : 
~ arty oes ipa mee sedesanaiaeeadsie) 
“Fotal Number of Different ¢ Each of these txo Families Enrolied" ~° 
. ‘ Parents who Particisaicd : emtries sould nermesziby 4 ring ul : Sag . 
i in Education and Trainina [| be less than, an@ can~ 3 Tenor : 
: sessions During the - i “not be greater aN t Quarterly kesart on 
: Quartor: Mothers/Pathers® i '{ Services ta Partici= 2 | 
. 3 . Baten ‘ 
BO, : Sd ants I 
a {Located in lower — . ees 
section of report) i 4 = ‘ 
#0: a : me : : . 
Ali entries are ‘an the Quarterly Repeth on Services ro Participants 11 wae 


unless otherwise idicated. ; . a“ 


Sd 


“In addition ta the strict relationships between data items described above, 


the Data Coordinator should employ her/his knowledge of program operations 
to make a rough check on the "“Mumber of Times Each Service Provided” under 


'"Sexvices so Families,” in the upper section of the report. For exampic, 
“AE approx imately 80 focal children: attend the PCC twice a week, on the | 


average, and the Pcc has been’ Sperating. for. 13. weeks during the quarter, the 


’. gum of “Infant Education ~- Group Setting", “Infant Education ~ Individual” 


and “Parent~Child Interaction Sessions”. should be within, say + 25% of 2080 


~4B0 X 2 @ 13) or no less - than 1560 and. no more thin 2600, unldss something 


unusual has. happened during the quartc . ‘In such a case, a figure such as 
500 or 4000, would be suspect. if a hot meal and a-snack are normaliy served 


to the children when they attend the pec, the number of hot meals should also 


be within 28% of 2080, unless, say, siblings of focal: children and/or parents 
have also received. hot meals, or something unusual has happened during the 


» quacter. As another example, if there are approximately 15 outreach hones 
associated with the PCC, and each outreach home is ‘typically visited twice a 
week by a staff member, and the PCC has been operating for 13 “weeks during the 


quarter, the number of visits’in the home by [CC staff should be within, say 
4+ 25% of .390 (15-% 2 % 13). or no less than 292 and. no more than 487, unless 
there are other factors whitch should be considered. In such a case, a number 
such as 106 er 1000 would be ipnerec Ss 


: . : A . & 
Because AO two PCC's are exactly the | same, it is impossible to establish 


“eles for checking the service data reported which are applicable to all PCC's. 


However, each Data Coordinat®ry, using her/his knowledge of the program, should 
be able to use checks such as those suggebted above, to ensure that really _ 
sérious errors have been. avoided in the statistics reported. Where service data 
might appeay to be incorrect but ace actually accurate, thete should be a com- 
ment in the | Harrative Report . which eupiatis the apparent “inaccuracy. : 


% 


. & : - : : 
INTERNAT. CROSS. CHBCKS FOR THE 


“QUARTERLY REPORT C2 SERVICES ‘TO PARTICIPANTS iT? 


ENTRY OR ENTRIES - [ate CROSS CHECKS ]"Saae=| ENTRY OR ENTRIES* 
t 
“Pocal Mothers" { The ehtry in any one of tFocal Mothers (Preq- 
‘ the 24 boxes to the “right {nant women)", enrolled 
‘ of this heading cack Iduring the quarter, ; 
i exceed * tas reported in the 
a ane: iQuarterly Report on 
' iServices to Partici-~ 
. 1 tpants I 
"Other Parents” ! The entry in-any one of. families Enrolled" 
: : H the 24 boxes to the iduring the quarter, 
4 right of this heading las reported in the - ° 
! cannot exceed twice fou uarterly Report on : 
H the number of jServices to Partici-~ 
jpants Tt ; 
ene eter eR ORV TO MENS CE AP RERLD Fe AA A A NC - epee ncnes-eng ae Sen—e NAT 
: i ; é ty de agy 
“Other Adults i It is unlikely that’ the {Pamilies Enrolied" 
= entry in any one of the I!during the quarter, 2 ° 
| 24 boxes to the right {as reported in .the 
! of this pend ng will / }Quarterly Report.on 
: exceed | IServices to Partici-~ 
i Say as aa aa a 
: 


ipants 1 


“Focal Children’ — 7 The entry in any one of ‘Foca L eases {0 to 
' the 24 bokes to the 3 years)”, enrolled 
i ; xight of this neadina {during the a. —_ 
: cannot excecd las reported in the 
i jQuarterly Report on 
or . Mg iServices to Partici- 
ae ; ipants I 
ene 
: te ’ 
"Other Children” ‘ It is unlikely that the ‘participating Children 
! entry in any one of the jAged:..." in the . 
‘ 24 boxes to the right =«-_ igQuarterly Report on 
' of this heading will. Participant Chardc- | 
; exceed twice the toral teristics : 
:- number of children 3 i 
‘ i years of age and older} 
i. enrolled at the end of | } 
4 the quarter, as reported i 
1. under i 


_ 


: é 
i ; ‘ > 


Quarterly Report on Servhces to Participants III (continued) 


per ne emer es an fen nr rec 


"“rotal Number Who Received {| . It is unlikely that the {Total Number of Parti- 
Each Service" ! * entry in any one of the Icipants,." in the 
‘ 24. boxes to the. right of inuarterly .Repoxt or a 
{ : this heading will exceed (axticipant Charac- 
twice, the total number ltoristics» 
. ; Of.participants enrolled 1 : : 
as 1 > at the end of the guarter,’ y 
4. ! as reported under oa 
1 4 The sum of the first 23 mother Direct Social ; 
4 \. entries to the right of 1 and Economic Services — 
this heading should be (including. Health) " 
i“ i less than, or equal to, ; : . 
; { - the sum of , ies and ; 
i 4 "Referrals to Social, a 
a oe - 4 ? Economic, and Health | 
t ze i Services" - 
f, { 1 ‘ 
= ot in the 
j~ : #£ H Quarterly Report on a ie 
L H : { Services to Partici- 
’ a . pants IT 
- “Potal Number of Partici- - | . The entry in any one of |The largest of the 23 _ . 
: a pants in Bach Group {| the 6 boxes in this ‘| entries to the left of . 
i ss Served During Quarter" { column would normally ithe box | : 
| a t be greater thah, and : 
| a cannot be less than, f. e 
* Ail entries are on the Quarterly Report on ervices to Participants Til. “ty : 
unless othervise indicated. : ; : z 2 
~ j 
ss : 
s % 
. : 
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IINTERNAL CROSS CHECKS FOR THE 
QUARTERLY. S'’APE UTILIZATION REPORT 


jase 
f 


bie) 


: 


ENTRY* froze CROSS CHECKS | [ree. ENTRY OR ENTRIES* © 


Bae 


‘"“Potal Number of Paid Must be equal to the “Eniployees on Payroll at 


: Staff Reported", sum of End oe Quarter" — - 
] first page of report a igtae . ‘ 
; . . 


? : - 
- "Employees Terminated 


During. Quarter" 


. 
boast 


‘plus 


"Total Number of. Tem= ‘ 
‘porary Paid Employees" 
. aS reported on the.. 


Quarterly Report on 


Staff Characteristi 


—— i es oS ert oe pe aS eo nS 


ie 


Must be equal to the - Individuals reported on 


aa fr es sn ae ee tan ine me te Sey et em eam a Arm meh Sk ee mr ee mmr 


{ 
| 
_ , sum of: the first 3-pages of the 
i ‘ ; ! report, which. will be 
me a { equal to the number of ° 
ef . . og { , lines used unless more . 
i a -| than one person is: _ - ok 
: ae - a 1 entered on: a dine. 
i. ; “otal Number of Must be equal to the 7 Individuals reported : - 
En - Consultants . sum of + a / on the-fourth. page..of 
Listed Below", — _ ’ yi | the report, which will 
a on the fourth.” a . i be eqnal hea elias 
a page of the —_ i of lines used Unless | 
- Xepor i: . i more than.one person a 
. x -.4 iss entered on a line, ~ 
an a i a ae eget 


ASHES 


as 


cre entries, are ‘on the Quarterly. State Utilization Report unless othse- 
wise indicated. 


Pras 


For individuals who were full~time employees of the PCC for a full’ 
quarter, the sum of hours worked in the 14 pregram-functions plus 
“hours of “Leave” plus hours worked on “Advocacy or Non-PCC Funded 
Programs" should not be less than about 520, if the regular work- | 
“week is AQ hours, of 455, if the regular wo: work week is 35 hours. For ; 
‘part-time @ staff and/or § staff who were employed by the PCC for only 


eiataad 


4 


a ( ‘a part of the quarter, the Data Ceordinator can make a rough estimate 
i vt what the total reported hours should be, ‘by multiplying the number 
& -of days work ced by the number of hours worked per day.. Reported total - 

hours which are significantly jess than the miniium SO carculared are 
Oo 4. ae : —_ 


etait qndeel eeegid 
i . 7 : - > 


poses 


peu 


mk 


Pa a = . 


suspect and should be explained in the.narrative. 


The Data Coordinator should also check’ for consistency between the 
"$ Value of Wages and Salaries Accrued. Quarterly" and the total‘hours. ~ 


- reported on each line. ‘The former divided by the latter should be 


"reasonably" close to the official hourly rate which the person or 
persons, entered on’ that Jine are receiving. In no. case would the 


calculated hourly rate be’*greater than the official hourly. rate; the 


former may be somewhat less than the latter, if the hours reported 
include uncompensated overtime work. 


. 
a 
Ces 


pease), fits peasy 


sh oh Ware os 7 - 34 a 3 = pees bc =r 


_ ENTRY*: 


pons 


“INTERNAL CROSS. CHE SCKS. FOR” THE 


QUARTERLY REPORT ON DONATED SERVICES 
(Allowable as Non-Federal ‘Share) 


Ef 


CROSS “CHECK, eee “ENTRY OR ENTRIES* ~ 


"Total Number of 
.Professiional Workers 
Listed Below" 


Must be equal ‘to the Individuals reported on 
| the £irst page of. the 
os report, Which will be 
1 equal to the number’ of 
1 lines used unless more 
H than one person is 
I 
1 


entered on a line. 


Individuals, reported on 
the second page of the 
report, which will be 


"Total Number of 
{ equal to the number of 
! 
1 
! 
t 


Non-Professionals 
Listed Below" 


Must be equal to the 
sum of 


lines used unless more 
than one person is 
entered on a line. 


‘All entries are on the Quarterly Report on Donated Services. 


phe Data eoovainaton should also check for consistency peewee the 
"Estimated $ Value of Services Provided Quarterly" and the total 
hours Heporsed on cach line. The former divided hy ‘the lattex should 


” 


yield a "roasonable hourly ra rte. ‘Judgements about “reasonableness” : 
depend:on the type of service provided, as indicated by the "JOB" - i. 
TITLE." In no case, however, ghould the hourly rate turn out to be - 
less than the Federal minimum wage Pius B. I. -C. A. 


ie) ‘a 2 2 ° \ 
+ = ¢ ~~ , 
: .f 5 
; { - 
| e ; us F ; .3 . ? " 
a "INTERNAL CROSS CHECKS FOR THE _ 
gee  QuARWi ‘RLY REPORT O'-DONATED SERVICES  -.. 
ee _? VOLUNTEERED ¢ OR P PAID FOR: > ro OTHER FEDERAL AGERCIES 
ef . (ok 2 Allowable» as Non-Federal. “Share) 
, ' ieee os — s SS : : — = aie ‘ 
ENTRY * FS CROSS CHECK ~ Pei ENTIRES* -  # 
ca : 1 1 ae 
"Potal Number of ! Must be equal to the { Individuais reported 
a : 5 t 
Workers Listed 1 sun. of ; { in this ‘report, which 
Below" | fo ae -. 7 * twill be equal to the * 
if a , { number° of lines used’ 
: t a ee ' unless more than one = 
we ¥! - -f person is entered on 
i . Sek Ae Sl a, line. “ 
. - ; p ‘ 


f] : . : : aie As 


*Al2 entries, are ‘on the Quarterly nesowins on Donated Services Volunteered - 
or Paid For From Other Federal Agencies - 
ee 


The Data Coordinator should also check for consistency between the 
. “Estimated $ Value of Services Provided Quarterly" and the total hours |. 
" reported on each line. The ‘former divided by the latter. should yield 
_* a "xeasonable™ hourly rate. Judgemerits ‘about "reasonableness" depend: 
ea on the type ‘of service provided, as indicated by the “JoB TITLE". In’: 
no. case, however ,_ should the hourly, rate be less” than the Federal | eee < 
© minimum wage plus P.I.C.A. 
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SECTION III . 
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‘ III. DATA PREPARATION PROCEDURES _ 
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Processing the data.from the PCC-MIS Quarterly Reports is the job.of the 
to prepare the MIS output for each quarter's data. After the quarterly reports 


for all the centers have been validated according to the procedures outlined 


> 


_in ‘Section II, the: Data Coordinator can begin the data preparation. 


a | - National Data Coordinator. The following section outlines the procédures used 
| Hopenaix A, at ‘the end of Section TIZ,: contains blank copies of the. PCC-MIB 


These i sat are: referred to “throughout the text. 


| . The first-step in manually processing the data on the MIS~PCC Quarterly Reports 
as "is to complete Worksheets A, B, and C. ‘Worksheet C provides information for | Rei 
oh , completing Reports #4-10. Worksheets A and’B aid in filling out Worksheet 


C. Throughout the calculations on the worksheets, always ‘round numbers to 
| ' the nearest whole number and use the rounded figure. Fill in one set:of 


Worksheets A-C ane one ‘set of Reports #3~10:.for-each center. 


Worksheet A, - . 4 : wa 


3 ~: : Completing Worksheet A is one of the most. time-consuming but also one of the 
ar oe Most. important steps. ‘in processing. the data. The information needed to. complete 
7 Worksheet A comes from the. el Staff Utilization Reporte Cards ll and 12. \ 
i . (See Appendix A, pages 6 and 7)- 
7, caine’ “To compute the loading factor, ada the center’s fringe " enefit: rate, ‘expressed 
a -as a decimal; to. a: 04. . Since vacation and sick. leave pay are not. included in eBe 
_ fringe benefit rate, 1. 04 is used as a base to which the’ fringe benefit rate 
i “is added in order to evenly distribute yearly vacation and Sick leave pay over 
o “ye the four quarters. This is done to avoid the. possibility that a majority of 


vacation and sitk leave pay is accrued in a single quarter and this’inflates the 
center's expenditure for that quarter. The amount of money paid for’ "Leave" 


in the quarter is not included in the Center's expenditures for the Quarter, 


since the increase im fringe benefit rate ee pro-rates vig money 


Over the functional categories. 


} 


The. center’ Ss fringe benefit rate can be obtained Erom its Grant Application 


Budget. The chart’ on page: 4s, gives a listing of the fringe benefit rates for 


the 35 PCC's as. obtained from each center's budget for 1972-73. These -rates 


i are subject to change when new budgets are submitted and - ‘approved. Write the 


: fringe benefit rate in the top left hand corner of the worksheet. 


f Fase, $ Loaded $ 


+ 


i ; * - : | 
7 _ rea eae a" = c“LT OA ; i 4) . 
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Fringe : 3 ; Ter gh a Lee dee 1 8 {ey > 
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1972-73 Fringe Benefit’ Rates {expressed as decimals rather than as po rcentages of per~ 
ae , sonnel casts) a: 

Hoonah Pa ts a inne 
Kotzebue > ee 12 Ste bovis 208° 


apolis - th? 


Los Angeles . 08 ca | Omaha. ° e215 

i Oakland ae Newark 7 “AS 
La Junta : 10 | er Ye ee * it 
i washington 214 Hdugh (Cleveland) 23 
| Jacksonville . > | ae * Cincinnati 210 
i “Atlanta - , 09 _ portlang .° aT 
Chattoga, Ga. are 8h Phiidadelphia »kO 

| Whitfield — =n EL Pine: Ridge - aid 
Honolulu “18 7 Chattanooga a 012 

_ Chicage ; _ -93 Bik & Duck Rivers. sé 

Ht. Carmel 075 -  palias . 69 
_ Lovisville - x 710 “Barton, Vt. Lh, 
-* neitchfield 109 Pasco, . if 
Baltimore lL . - Huntington, W. Va. Pe | 


Boston ee . : Glenwood city | ; as 


poy 


‘Detroit — . wf 
a 


re 


am 


Copy the salaries of the center's employees (Card 1b) and paid consuleanta 


(Cacd 12) of f of the Guarterly Staff veilisarion Repors from the colucw on- 


¢ 
se 
titled "SValue of Wages and Salaries Accrued Guarterig’ onta the workaheet in 
. the column titled “Base $*. Use es many copies of Workdnent A as are neaded 
to Lis st all the center's, employecs and consultants. Mulciply the salary of each 
employee by the Joading factor and enter the answer in the column “Loaded $2" 
To non. malbtiply the consulnants* salaries by the loading facrer ag consyl tants . 
do nok reeeive vacation and sick leave pay, i : 
: | | | : 
The numbers listed in-the i6 columna ta rhe right, af °$ Value of wages and 
° Salaries Aecrued Quarterly’ on the Staff Urihizarion Reporr ar@ the number of 
} “hours gach staff member and paid cons sultant s spent. in each functional caregory, 
fe These should be entered on the worksheet in the upper leftehand corner of the 
i : appropriate baxes. a 2 . ; 
b Compute the number of hours euch employee and consultant sorkod, by adding the nwaber 
ae. ‘of -howts across cach rew. Enter chis Sum eae “Total Hows s “ golure. Compute the sure 
4 ber of hours worked in each Functional category by adding the numbers ef hours dew each - 


columns. Enter this sum in the upper Lefe-hand corner of gach box in the "Tatab’ row, 
Bos ! . 


! Tf nore than one page of Horksheet & is needed, enter the sun in the “Toral® rex on che 
last page used. Add the numbers in the “Total Heurs” column and onter the sum ia the. 
; last box of the *Tetal hours“eolum. Finally add the numbers sf hours in the “Tosal" cow. 
: This Bie must be the game as the sum of the numbers in the “Totad Hours” colucn, 
The next step is to divide the loaded salary for each enployee (base salary : 
a in thie nase Of consultants} by the total number of howra the employes worked. 
, - This gives the employee’ = hourly rate of. pay. The rate of pay should be carricd 
7 out to at icast four decimal plac Multiply this rane by the -nys or Gt hours ‘i 
: the employce worked in gach functional category to ger the amount of money he . 
; ; 
* earned in each functional category and enter this number in the appropriate box. 
"} After cenplering the salary allocation for each employen, add tne salary etgoree 
L across cach row and check the sum with his loaded sal ary. This sum should 
; : equai the leaded salary, plus or minus $2.. A tres dollar difference between this sum ; 
: and the loaded salary is reasonable because : numbers were £ unded off to “agile dollar 
fiqures. when you have finished the salary al} locat don for all employees in the : 
' CANIOL, add the numbers down each column to get the totais for money earned | 
. in each funerional catagory. Enter the tetalc in the “cotal® xew on the last page 
a of Worksheet A used-fer the center. Add the aunbers in the ‘gotal” row and check 
_ 4 ey 


the answer with the Ju. Of the loaded salaries thase nalaxiel’ for consultants} - 


~ Oo. These to. num .5 must be within $16 of each other. A tan dollar aif £ferense 
I < 


sENC between these swo numbers can reasonably ! Gites ateribuced ' to > rounding Sea to. note ; oe 


i . Worksheet 2 | a | . | | : 
+. * * . i 
‘ine information needed to Sa citar Worksheet B. is obtained from the Quarterly 
{ . Report on bonated Services (Allowable as. Non-Federal Share), card 13 (see 

= ° -. appendix A, page 8). ‘The procedure for completing Worksheet B is identical 7 i 


tothe procedure used ‘to complete Worksheet A. The loading factor is not 


; } . Worksheet ¢ 
fee pntet the money totals in each funetiona’: category obtained on Worksheet Ain |. 


the "Federal Salaries" column on Worksheet C. These are the total amounts of 
money paid for salaries tn sic of the functional categories. 


Enter the money . ‘tale in each: functional category obtained ‘from Worksheet 8B in” 
* the "Donated Services" column of Worksheet C. a 


Non~per sonnel costs can be obtained from the center's os-192 form, when this 
form is submitted and when it represents the same t:ime period as the quarterly 
yeports. Since. the Pepereing period for the 0S-192 form is often different 
from the reporting period. for the Quarterly Reports and since the 0S-192 form 
ia semetiues not submitted, it is usually necessary to bbtain non-personrel 
‘costs from the center's Grant Application Budget. - If costs obtained from the 
“budget. represent the whole year, it is necessary to divide the figures by four 
to obtain amounts appropriate for the quarter. . 


“Both the OS-192 forms and the budgéts list non-personnel costs by budget line 
items. " Theee costs must be SIlocated over the fonrteen functional. sear 
Rules for allocating non~personnel costs ‘are givens : . 


= = . 


Although non-personne). costs ‘listed in the center "s $ budgets do not represent 
actual expenditures, their use’to approximate actual non-personne!] expenditures 
can be justified. Personne] costs and fringe benefits comprise approximately 
75% of the center's expenditures. Of the approximately. 25% which includee non- mal 
personnel costs, about 15% represents fixed costs (food and occupancy), and 
budgeted amount for these categories are fairly reliable. The remaining 10% of 
the costs will be spread over the functional categories. This means that even 
af budgeted amounts are different from actual expenditures,: the margin of er- 
: ror for a given category is elight -- less than 1%. 


Enter the federal and non-federal nonrpersonnel costs in the appropriate col- 
pone, UNS On Worksheet Cc. Add the federal Honpersonnel costs and federal salaries 
. in éach category to get the total. federal expenditures for that catogory. Ada 

the non-federal nor.-personnel costs and donated services to get the eoret nen-" 
. federal expenditures in each category. 3 a ? 


48 


s 


~ 


Caan 


Zo 


nlc 


Add the total federal and total non-federal expenditure in each category to obtain 
“the “Total Expenditure for the Quarter in that category. Sum the numbers in ; 

'- each of ‘the three columns (rotal Federal Expenditure, Total Non-federal Expend- 
iture and Total -Bxpenditare for Quarter} i enter the sums at the bottom of 


a 


the columns | in the “Total” row . _ 3 


~ 


Add the total for the “Total Federal Expend. Quarter” column and the total 
for “Total Non-Federal Expend. Quarter” column. The answer must be the same 
_ a8 the total for the “Total Expenditure for Quarter” column. 


Compute-the total direct cost by adding the entries for categories 4-12 in the 
“Total Expenditure for Quarter" column. Compute the "Total- Indirect cost" by 
adding the entries _ for categories 1-3 and 13-14 in the “Total Expenditure for 
Quarter" column. Enter the Total Direct Cost and Total Indirect Cost in the 


_, , boxes on Worksheet C. Add the Total Direct and Total Indirect Costs and check 


that the sumn is the same as the total for the, "Total Expenditure for Quarter” 
column. | ° ‘ 


Report #1 - Management Operating erobless Report. 


Por each of the 35 PCC's— listed in the left-hand column, either leave blank 
(indicating no problem reported) OR designate with an "xX". (indicating a problen) 
OR designate with en "2" (indicating a failure to report) under: each of the zive 


— --golumn headings listed across the top of the page, including: 


o PC Grantees not “submitting fiscal reports: . : 
- check with the Grants Management Specialist at OCD to iaeeeiey PCC's 
who have not submitted their quarte sly fiscal reports and designate . 
with an "x"; . > . oo 
o PCC's that havenot submitted MIS reports: ~ | <i, 
- designate those Pcc's who have not submitted quarterly MIS reports with - 
an “x2; - 
o PCC's with director turnover or vacancy: . ; 
= check in the narrative special problems report “and ‘designate those 
PCC*s reporting turnover or vacancy = an X; 


o Pcc's with data coordinator turnover or vacancy: 
‘~ check in the narrative special problems report and designate PCcC's 
reporting turnover or vacancy with an “X"; 


o Sarrative goumunication of special problems: : 
- designate those pcc! 8 not submitting a narrative report - with their 
quarterly MIS reports ‘with an “P"; 


: 
t . . 
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” the: es are listed below under the three group categories: 


v — ~ oo Tips dancing Weaianieng thictnnallieapia ane neta ae a ct son oamapsiat eee 
Bs 4." + . ¢ - 
Report. #2 = Summary of Potential/Problens. oe fi 


This report will be. easier "to prepare. ie it is comptied only after Reports #3-10 ‘ 
are. prepared, singe such information as” total quarterly expenditures; quarterly 
‘administrative costs, ‘amount of: non-federal share,’ ‘and the spending. rate. for. the 
Spake r and the year to date is required. for ‘Report. #2, ‘Since all this: informa-_ 
“¢don is systematically generated in preparing Reports #410, it will be easier to . 
return to Report #2 and merely record the ‘information. a) - 
To prepare: ‘this report, the data. goordinator will assemble Reports #3-10 for me ‘ie 
of the 35PCC's, in addition to such supportive material as the individual pce 
budgets, the PCC quarterly narrative reports, and’ ‘the Quarterly Report on Service 
to Participants I. The data poordinator will then retrieve the information required 
for each of the 10 column ‘headings (described below in greater detail) ‘and either. 
eave blank or designate with one of four ic aares each of the 10 colomns for each 
the four symbols used in each column include: 


“y" indicating that this program characteristic is higher than planned; 

“LY indicating that this program characteristic is lower than planned" 

a eens a potential problem-with this program characteristic; é 

. “ indicating a PCC failure td report on a particular program Pemsacteniatter: : 


9 8.0 0 


The Lumn headings report on three major groups ‘of program characteristics; 


Financial ¢ Control i a 
‘Spending rate | , . & |e 
Pederal Requirements ‘ . . - 
. Amount of rion-Pederal share a -— . : 
Number of Families above Poverty Income Guidelines | 2, 2 
Number of Parents on the Policy céuneil , 
Program Well-Being 
Proportion of Mish tateec ion Costs’ 
- Proportion of Direct Service Costs _ 
‘tumber of Families Enrolled 
Staf£/Participant Ethnic Imbalance. 
Participant ‘Turnover > ‘ a Pe ge 2s 
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The data coordinator will, then retrieve the information for each Pcc required 
to designate. each column with one of the four eels 


"Spending Rate: fhe PCC is. Lstéa with an oo af federal expenditures £o . 
. date are’ more. than $5000 less than the amount budgeted for. the year to date. 
‘The, PCC. ‘is listed with. an. "HY “if federal: expenditures to date are’ more than 
$5000 More than the amount budgeted for the year to date. . 7 

To determine whether the. PcC's spending rate is either higher or lower 
- than acceptable limits, check first. with the ‘PCC budget to dctermine the amount 
of federal : expenditures budgeted for the program year. Then adjust this annual 
figure to prorate the budget for’ the particular quarter, e.g. if the pcC is - 
ending its. second quarter, adjust the budget by multiplying | ‘the annual budget 
_ by” 508... “Then,” check, "Report # 7 for the current and previous quarters of ‘ 
‘the - ‘pec's. progr api “year: to determine, the total federal expenditures to date. 
If subtracting the actual “féderal expenditures to date from ‘the budgeted © 
federal expenditures to. date yields a @ifference larger than, + $5000, mark the 
column with an bee Tf this subtraction yields a difference smaller than 
- $5000, mark the column with an "L.". = & 

_Non-Federal Share: ‘The PCC is listed with an on ir non-federal ok 


, expenditures to date. are less than 20% of total PCC. expenditures’ for the 


quarter. The column ‘is. left blank “kf the PCC ndn-federal expenditures are 
equal to or gredter: than 20% of total. expenditures. for: the quarter. Current 
reporting policy is to designate with an-"L" even those PCC which, have 

. been explicitly exempted from the’ 208% “non-federal el 

° put the data ‘coordinator should review this ‘rbporting policy periodically 

with the National PCC Program of fice staff periodically. fe 

‘To determine whether the -PCC non-federal expenditures are. lower | than a 

20%. of total quarterly PCC ‘expenditures, check Report ‘# 7 for total non-£ederal 
expenditures and Report # 6 for total PCC expenditures. If dividing total | 

non-federal expenditures. by total pce expenditures etal a divident of less 

than .2, then mark the column with an "L." " ; 

. Families above the Poverty. Income ' Guidelines: The PCC re Listed with 
an’ “y" if more ‘than 10%. of the total enrolled families have, incomes in 
‘excess of _the poverty income guidelines. - The column is left blank if 10% 

‘or a-lower percentage’ of total enrolled families have incomes in excess: of 


n requirement ’ 


"the poverty income guidelines: . . = - 
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Service Contin ara deus thay 90% of towal- mipendcarce Lor the quarter and 


To determine whether the percentage of families enrolled and exceeding, the income 
standards, check the Quarterly RERert on Participant Characteristics (See Appendix . 
Ry: page 1) for each PCC for the. “Total - Number of Familie “Enrolied at End of Quarter 
and Families with Income Below Poverty Level (Card #2, columns W22~24), Tf 
dividing the number of Families with Income Below Poverty hover by the Total 


Number of Families Enrolled at, ine end of the Eee EGY yields a dividend larger 
than .9, mark the column with an "H™,” 
Parents on the Policy Council: The PCC_.is listed with an "L" if less . 


than 50% of the policy Council ihemb6rs are parents. The PCC is listed with an "Hn" 


if more than 75% of the Policy Council members are parents , OF Pec: participants, 


To determine whether the percentage of parents serving ag Policy conncil members 

is within ageeptable limits, check the Quarterly Report on Services to Part ic aks 
for the Total Number: of Policy Council. Members at End of Quarter and for the Total 
Number of, Parents Serving on the Polley Counell at End of Quarter. Tf dividing ‘the 
Total Number of purents § Serving off the Policy Council by the Tatal Number of Policy 
Council Mombor 5 at End of Quarter. if dividing the otal Number of Parents Serving 


on the Policy Council, by the Potal Humber of Policy Council Hembors yields as 


dividend less than .5,. mark the colum with an “L"; if this: division yields a 


dividend larger than .75, mark the column with an HH") a - 8 
: 
Administvative Costs: The PCC is listed with an “H" i€ administrative 


costs. axcued 25% of total exveaditures, for the quarter and for the year-to-date. 
Tf administeative costs are 25% or less of total exponditures, for either 
Lhe quarter or. the ye arm to-date, the columa is lefe blank, Note that this . 
column Yeportes ort che percentage administrative costs £ 


Te oF 


th che quarter ars 


yoar~to-date,’ Thevelare 1f, for. example, the Peet's administrative costs exceaded 


25% fox the qudrter, but not for the year-to-date, the oo hunny shawkd he marked 


F 


"Hf “, with a “blank” following the dlagenal slash, ' : 


= 


‘To determine whether administrative costs are axcessive, check Report a 


AO Sor the percentage of total saponditures in cach of the rhree administrative 


categories: Gf sungatng’ the three percentages yields a sium lnrder than 


mark the eolumn with an “aH.” 


. Berry ied Cos 


WP hyes PEE ges LG Sted with ano Mie if tise Preece 


for the yoareto-dote. The coluan bs lett Dlank af the porcentage jg S08 or 


hichwer 


Sq 


i 

es To determine whether | a Tavge enough percentage is ‘spent on direct éeevices 

costs, ‘check Report # 7 for Total Direct Service Costs ‘and Report 7 6 for a 

Total Expenditures: for Quarter. if dividing the Total. Direct. eervipe Costs 

by” the ‘Total Expenditures ‘for the Quarter. yields a dividend smaller than na 

ae mark the colimn with ‘an a as rar - ae 

be _ Number of: Families Enrolled: The Pee is listed with: an oun if the ‘number ath 

- of families. enrolled ise less than. ‘B08 of the number of families enrolied proposed in 

the annual PCC grant. ‘application package; The column is pate blénk if the percentage - . 


vis. BOR or greater. : a? tre Jo is , “ 
To. determine whether the PCC has a’ large ok ‘munber of fanilies , enrolled, 


heck the Pec Grant - Application proposal for the ee of families the . 
“PCC ‘proposed to enroll 1 ahd check the Quarterly Report on Services ‘to »Participants x 
for ‘the os of Families Enrolled. If dividing the number of Families: Enrolied ~ 
_by the riumber™ ‘of families proposed yields a dividend less than. -8,- mark the 
column’ with an re oo ae oo 4 —— 
as Stiff/Participant Ethnic | imbalances The ‘pce’ is listed with an "x" if the 
_ Proportion of ‘staff who are members ‘of the predominant staff ethnic group is less 

' than! 80% of the proportion of families enrolled who are members of the predominant 
“enfolled families ethnic eee yee 


* 


“mo determine whether the staft/participant ethic dabatacios is within acceptable" 
Limits, check the Quarterly Report ; -on’ Participant Characteristics (See Appendix 
Ae page 1). for the Total .Number of Families Enrolled tat. ‘the: “End-. of the Quarter | ed 
and. for the. listings of the Number of Families by: Ethnicity; ‘then check the “ 
, Quarterly Report | on Staff Characteristics (See: Appendix Ay Pi -) for the Number 
of Employees on. the Payroll and for the listings of Enployees by ethnicity. For - 
. both ‘staff and families. enrolled, identify the largest number of those listed : 
[ _ ~wnder Families and Staff by Ethnicity. ‘Divide the largest number of. Families by : : 
: Ethnicity by the total number of Families Enxolied; ‘divide ‘the largest number of. : 
‘ Btaff by Ethnicity: by the total number of, Employees on Payroll. ° Now. divide the, 
- second. dividend by. the first aiviaénd; if this division ¥: ‘elds a dividend less 
than .8, mark ‘the column with an. x". . ; 
° Particd) ant Turnover: The ‘Pec ‘is Listed with an “xe ‘under the Quarteriy” os ~ 
; portion of the eglumn ‘heading Fra the. aumber of participants: terminated during: “ c . 
the quarter is more than 16% ‘of the. participants enrolled at. ‘the end of the quarter. 
The PCC is Listed with an "Xx" under the To” ‘Beer portion of the column: heading. ig. 7 
; , the Percontage is more ‘than 208 for, ‘the second. eer 308 <r the. third: ‘quenter Le 
_and 40 Sor. the fourth. quater. ore Ee ee 


- , 
eects Shatin nets ete Skewers SEE 


; ERIC. 


path 


_ Staf£ Turnover: The pcc is listed with an "x" under "Quarterly" if the ratio of 


permanent éniplovees: terminated. during the guarter to permanent employees on PCC 
payroll at the énd of the quarter is gteater than +2. ‘Phe PCC is listed with an 
"X" under "to date” if the atio of permanent employees. PEDAENERES to date to 


fotal permanent positions exceeds 20% for the quarter. 
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chia beee & Supervision — 


Infant Ed. - 


Sessions 


’ pregrans “for 


A. 


~| Group . 


ee . 


’ Parent” ‘Baucation and 
, Rraining 


‘Parent Ed.. & Training 


: Sessions 


Social and Economic Ser- 7 


“ 
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. Infant Ed. = Individual — 
Parent. Child 7teraction | 


- : 


.. vices to Family 
Family Counseling 
Housing Assistance & 

Home Repaixs 


Babysitting 


' Other Direct 
Economic,’ & Health, Serv 


-In-Take, Evaluation, and 


Referral 


Social, . 


. ‘New Enrollees’ Z 
_~ Terminations - 


Referrals to 
‘Econoniic: & 
‘Services 


social, : 
Hea ith. 


Health Services’ 


Food Services 


ganization 


Number of. PC Meetings 


Held 


‘Transportation 


vided 


: Number . of. Times Pro- 


n 


a 


" Service/Focal Ctild/week 


Service/Sibling/Wack 


‘Service/eamily/Quarter 


1 ane Ae rts mente Ae lapepeensbeters cay Sint 


.* Pa a $e 5e, ee Sa ee ge Ee a. Tae NE aa EP 9 He ee og gk: Ces) oe ee ee ee 4, 
‘ Be ocr sare : oS SG ORGS GEER ing An gg) SOO a Si a MTP ‘ gad x! Maha ag ES 
Sh : 57s $y 2 ms aera ace *, begs ee v2 ws bd 


centr ea et ire aen PARA NU L I ER ERRNO ROE a ae AONE ein 
gua — aes : af ace = 


_> Rext compute the. Frequesivy of Service: in the - "Ewe" ouluiis © Rousal Une fem. 
quency of service numbers to the nearest hundredth.: ‘For. the first three en-" 


. : 
«. 


a : tries. in - ‘this, ‘column (Service/Focal Child/veek) | r. ‘aivige the quanity of service 


7 weeks in a quarter. | The number of focal children can be obtained from the 


a the Rational Averages ‘for Report: #3. . an A 


by” the ‘number of - focal children- ‘and divide. ‘this answer by 13, the number of 


“‘Saaxteriy” Report on ‘participant: Characteristics, Card 1 02. (33-35), ‘ Participating 
: children Aged 0-3. “wee, Appendix ‘Ay page 1). Se 2a, 4 | 2.8 


For the next: entry (Service/Sibling/Week) aiviae the. mantic of “programs foe 
. Siblings" by the: number of siblings. and divide the. answer. by. 13. . The number ” ‘of 
siblings can be obtained from the Quarterly Report on. Participant Characteristics, 
care ‘02, by = the entries (33-35) through ee (see Appendix A, page 1). e 


wr 


For the entires under Service/Family/Quarter, divide. ‘the quantity of service by 
the number of families, which can be obtained: from the Quarterly Report on , 
, ‘Participant Characteristics, card. ol, (12-14). Families Enrolled at the End of she 
Quarter, (see Appendix Ay: page 1). Do not £411 the frequency of ser- | 

vice columns for the zonloaies two ‘types of service: nee Enrollees", and - 
. "Terminations." ge a ; 


“For the entries andee “Sexvice/Family/Wack divide the quantity by. the | ‘number of . 
7 families. and divide the answer, by i3. . Do not . ‘41 a the frequency 0 of service: Bas ss : 
- column | for “nvumber of PC Meetings Rela .™ se ; — Sy ee eS ar _ ye es 


© @ 


“It As, a a good tae to Keep a ist -of the: ‘number of focal einen, nimber of Loe ae a 


National - Avera ed ‘To, conpute the National. averagen’ for’ "Report. tis aaa ‘the, : 
quantities of ‘each service delivered for al. reporting centers." For. example, ee 
add the quantitiés of “"infant-Ed-Group” for. all the centers: ‘Then’ ‘fina the 
following | @antitics: : ee ne age | 
-_ . w Total number’ of focal. chitaren. for all centers., “Ada | the number of 
-fowal chitdien: from ail centers ttiat ware ‘used ‘when. ‘compating” | a 
= “Lota Préquency of Service on Report: 3. These can be foynd: ‘on. tee a 
Participant: ‘Characteristics, card: co (33-35) 6, (208, Appendix’ ae | ae ee 
page De: . a) ae oo = PER eres eta Bat 


. 
Ps ate ome,” 


» Total number of fanitios for air ‘centers. Rad, ‘ghe ‘numbers “of. ‘fam 7 et Ee 


- dlies for cee centers, that. were. used when‘ computing Lag eal. Frequency yd 
: of Services on ‘Report 8. These. can ‘be obtained ‘From the Gierterly 


2 ae 


es Rete? : 
. a woe Teg, 
Pe ciate a 
eee 


.* . 


© 


* ; after these checks ‘have’ been . earried.o Out» calcilations made +6 ‘datornine the “national, we 
. averages, should be doubled checked. . “Also ‘the addition OE. total ‘quantities ‘for. _ | 
af o, different. types’ ‘of services i oreee _Biccrow"s . “infant ‘Ba, -Individual™) ‘should | 
Oo Be. double checked. Se Oe eee 2 te 


¢ 


. + moll nudes ‘of siblings for all centers, aad. the numbers of 

siblings . for all centey t were used in computing’ the Yocal' 

| Frequency of “Servicer i” #3. These, can be found ‘on the Quarterly 
Report on: Participaht ‘Characterists, gard 02, by. summing. catries , 
By (33635) through (45-47), (seo Append A, page. 2d. 


' 


Round the National averages for ‘Report. #3 to the. nearést snundredth. : 


To compute the’ first three | ‘entries in the “enat*1.. Avarage™ .colum, divide “EN sy ig * 


“the | total. namber: of: sérvices. for all- the centers ‘by the total: number of focal ' 
children for all the centers: and divide the answer by 13. To Compute the Rat '3 i. 
average ‘for - “Programs for Siblings" divide the ’ctalMumber's of “"Prograns for 
“Biprings" by the total number of siblings arid divide tho answer by 13. 


me Tine the Nat!2. averages “under "service/Pamily/quarter® divide - ‘the total . 


‘number of setvices by the total number Of families. To find. the Nat! is Svorages 


“ss under "Service/Fanily/Quarter’ ‘divide the total number of services by the total 


nimber of families for all. the centers and ‘divide the answer by. 13. Do not - 
‘compute the. National Avorage for "Number of Pc Mootings. Hera," “New Tnrolices,™ 
"Terminations" and "Health Services." - ‘ . fia _ 


_ Check: The numbers “obtgnea, for total number of Focal chiléren, total number: of | 


siblings and total: number, of. Families and used to” compute the national: averages 


> for. report 8, ‘ean be: checked. against: numbers’ on tha first page ‘Of ‘the aggregate 
data, for. Part C: Participant characteristics, {sea page. ‘a. Je. “the total number . 
; of f focal children should be ‘the: same. as Children, O'to 3, enrolled at End of |. 
; ‘Quarter in. ‘the aggregate data. “the. *3tal jrumber“of aiblinge should } be? ‘the sane. 
7 a8 the: total nunber of: ‘children enrolled at end of the quarter 3 to, 4 through . = : 
9. and. over in the: aggregate. data... : “tee ‘total. ‘number - of families ahould ‘be. ‘the- samt . 
“as the total ‘umber of families enrolled at the end of-the: x aguante 4 in the : 


7 


agoredite datas. a ies BS Pag aE OS oe , 


a 


ok os on "National Lavaca ‘wen ettonal, Averages: iz a ie output report & ara : 


ta Mane Races ae” , 


is Soe os 


Tha 


DIRECT COST-W2TH 0. A. 


- gooial and Economic 
<, Services to Family: | 

L -DIRECr.@ost.  - 
-..- DIRECT COST WITH ©.H. 


Intake, ‘Evaluation ‘ 
d Referral: 
DIRECT cost ao 


DIRECT COST WITH 0.8. 


5) Health. Services: é 


DIRECT cost. 
<panees, < COST. WITH 0. ue 


-_ “DIRECT cost’ | 
_— DIRRCT COST: WITH 0-H. 


us Coomui ty organization: | 


‘DIRECT COST 
DIRECT COST. WITH 0,H. 


| Report 04 = Gost per voit, of ¢dareoe's porort, 


| PLL ‘in the Direct Cost ontry for cach servic category 
Sauder: Local Cost of Setvico. thie can be found on Works 
” Bependitare tor Quarter”. column poxt to the appropriate boxy 


The following sivoligas constant is needed to compute 


Tho Total Direct Cost and total Indirect. Cost’ can. be 
mitiply ‘the dircct: cost. in’ cach category by the 
the. “Direct Rost bacaeia Oo. H.° for. ‘that: catagory 


the ‘quantities oe sorvico eee sn each category | For ‘example, te obtain . 


- the. total. units for "Child Care and Supozvision, © ade the. quantities ce Report 
#3 for tnfant-Ed Group, aptanecee sii aera: Parent “Cadid: Interaction ‘sessions * 
‘and Programs for Siblings. , ner a 


“it is a@ good ida to keop ¢ a ‘record of cach center's 
cach service categoty os this wilt Yator aid in 
ages. | ; as * 


cst watt Onn. gated of the Direct Coat. Ro 


* he — - oe 


Ln oe . a 2 : 
Nat$ona} svoraios, . oe 


‘contoxs. * pheide til total by pero eee me es ed 
complated reports. _(it {a mamma ts the discusaioa of computing ator 


- number of cnters subeiteing ‘usable. reports: }: R 2 SeW 

“gellar. To find the National ‘average for | “bigest cost * with on 
thing But use ‘spiroct: Cost with 0-2." instead: of "Dinect Geer.t “E 
panbors se ndtional dvarage “total” Solum. 


Oo 


i 


. 
: i : 
met 
-[ 
j 
~\ 


‘ 
| ‘ 
5 . \ . 
centers. For cach sonter, use the same “total units ‘of sprvice” figure that - 8 
you used to compute the Local per unit cost. To find the |Nationa) average for 


"por unit® Direct Costs in a given category divide the total direct cog in 
that category for all _35 centors by the tote! units of service provided by all * 
35 ‘conters in the category. Round the answer to the nearest hundredth anon | 


enter it. in the National Avérage "por unit” column. To find the Mational 


, Average - ‘fox "per unit” Direct Cast with O.H., “fellow the same procedure but . 


use “Direct Cost. Niguel OQ. Re" instead of *Direct Cost.“ 


~ Check: Calgulations to detomine the national aver ages. for Report #4 should.” 


be double checked. The total direct costs for all 35 centers ih the ight 
major service categories, which are used in computing the national averages Should ne 
saved as these costs are used in meatal Reports #6, 45,89 and aggregate data. 


Report #5; PCC Cost Por Participant Report ir a - 

Pirst f111 in; the PCC Service ‘Base. Statistics at. the bottom of Paport #5 in 

the “Local” column. The “Number of Focal. Children” is obtained from the _ 
Quarterly. Roport on Services to Participants 1 (32-36), Focal Childron (0-3), 
(See Appendix A, page 3.) The “Number of Families” is also found on the 
Quarterly Report on Services to Purticipants 1 (35-37), Families Enrolied 

During the Quarter. (See Appendix A, page 3.) The ““Nusber of Other Children’ — | 


“ean be obtained from the Quarterly Report on Participant Characturistics, Card 
02, by adding the numbers ir items (36-38) through (45-47). (See Appendix A, 
" page 1.) .The “Nuaper of Participants" is found on the Quarterly Report on 


Participant Characteristica, Card 03. It'is the sum of itoms (39-41) through 


{63-65) , Tdtal Ho. Participants. ASee Appendix page i.) 


Xv 


To find the Pcc Direct Cost per participant per year, multiply the Tetal Dizect 


Cost on Worksheet C by 4. Since the Total Déroct Cost on Worksheet C ia the 


Total Direct’ Cost for a quarter, this gives an approximation of the Total ‘Direct 


Cost for the year. If ‘the PCC eebCrEss period is not quarterly, a di fforent 
number sust ba used to annualize costs. for examplo, if the contor's Direct © 


Cost on Worksticet C is tho ‘cost for a two month period, one would multiply by 
_6 to find the Direct Cost at annual rates. Divide the number you get when you 


multiply tho Total Direct Coat on Worksheet Cc by 4, by the numbor of partici- 


, Pants’ you hava, obtained for the” PCC Service Base Statistics... 


tow 
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Repo rt & S: PCC Cost Per Participant Peport 


Pec Cost Por Participant Per Year: 
Direct fost 
Direct Cost with Overhead 


Pederal Cost 


PCC Cost ‘Por Family Per Yeur: 
Direct Cost 
Direct Cost with Odernead 


Pederal Cost 


: : - ad ct thyn at Satter ye 7 
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PCC Cost Fer Pocal Participant 
Per Year: - 
Direct Cost 


t 


Diroct Coat with Overhead 


ms . id 


Pederal Cost .- 


PCC Service Baso Statistics: 


ee, a 
; as a Number 7 Focal Children 
: : Nunbor of Families 
_ { 7 Number oF Other Children 
pine Rusher of Participants 
4) 7 < 
RIC . : 63 ; 
od _ | : : 


2 he 


To £ind the PCC Direct Cost with Overhead per participant per yee . multiply 
the total af the "Total Expenditure for Quarte:" column on Workshe:t C by 4 
and divide this answor by the nile of participants. : , 6. 


To £ing the » oC Federal cost per participant per year, sieipty the total vi 
the “Total Poderal Expenditure for Quarter” Sots on Worksheet c by 4 and 
F divide by the number of participants. 


To find the Local Pec Costa per family per year follow the Same procedure that 
you @id to find the costs por participant per yuar, but divide by the number 
+ OF families that you obtainad for the PCC “Service base statistics instead of 
the number of participants. , — . 
To find the PCC cost.per focal participant per year, use the same procedure 
_ but divide by the number of focal participants. The number of focal partici- 
pants is the number of focal children in the PCC Service base statistics plus 
the nurber of focal mothers, which can be obtained fron the Quarterly Report 
on Services to Participants 1, Card O6,- (30-31) Pocal Mothers (Pregnant Women) . 
{See ea A, page 3. ) . 


munbers: 
a} The total Direct Cost for all 35 centers. 


Add the Total Direct Cost for cach center, Which 
- can be found on Workeheot C, 


b) The total Pirect Cost with Overhead for all 35 
centers. Add the totals of the “Total Expenditure 
for Quarter" column on Worksheet Ce for all 35 
contors. 


c) The total Federal Cost for ali 35 centers. 
Add the totals of ‘the “Total Poderal . 
Expond. Quarter" column’ on Worksheet C for all 35 . 
conters. ; oe 


2g 


a) The total number of participants and tho total . 
ttumbar of fomilien far a11 35 centers. Obtain 


{ National Averages: To find the National AVG rages , first compute the following 
these numbers by summing the number of participants 


- 


me: 


VA : Oe - . 
\\ — 
and the Aabee of families listed in the PCC Service 


| Base Statistics: over all 35 conters.. ’ 
1 


e) Tho total number of Pocal Participants for all 35 

centers. Obtain this néiiber by adding the nunber 

of Focal, Childzen listed in the PCC Service Base 

_ ‘Statistics forall 3S centers. Add to it the total - 
number of focal mothers from 11 the centers. ‘the 


ie ee 


~ mumber of focal mothers for each center canbe found 
on tho Quartorly Roport on Services to Participants 1, ~~ 
-Care.06, [30-31]. 4 (See Appendix A, page 3; i 
To find the National Averages for PoG-“nirect ¢ Cost \ por ‘participant per year, 
multiply the Total Direct Cost for all 35 centers (al, by 4. Divide the 


anewor by the total number of participants for all 35 cantors (d}. To find 


ra 
~ 


t 


( 


the PCC National Averages for Direct Cost wich Overhead por participant per 


year and Pedera) Cost per participant per year, follow the samo procodure 
but use tote) Direct Cost with Overhead for all 35 centers (b) and tctol 
Pedgeral Cost for all 35 centers (c) instead of total Direct-Cost (a}-. 

To find the National Averages for PCC. costs per family per oe and costs 
“per focal participant per year, follow the sae procedure used to compute _ 
costs por participant per yoar, but ‘divide ‘by t!.a total number of fami lios 
for all 35 centers (d) asd total mumber of focal participants for all 35 , 
centers (a) instead of the total number of participants. | 
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Piss 


National Averag@s for "Direct Cost with Overhead" por participant per year, 
por family per yoar, and per fecal participant per year should be chacked 
against tha- rankings in Summary of nehagancnt Statistic s,: Part At Unit 


s 


Costs, part (1) (Seo page ‘6 6 ). Those national averages should bo approxi- 
mately equal to the median for tho appropriate vanking and should fall in 
. either the second or third quartile. 
_* Roport #6: Total Cost Per Functional, Activity Report 


Copy theo Pouce: fren the "Total Expenditure for Quarter” colum on Work- 
aheo: C into the *Total Expenditure for Quarter” column on Roport’ 6. 40 
find the “t ‘of Total Expenditure" for cach category’, one the Expenditure 
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ctional Categorics 


-" Navini st vetion: 
Management . Supervision 


q paris iacecions 
Program Planning & Rasear 


] Administration: 
Fund Raising 
\ d 


rd 


4. Child Supervision -& 
j Education 


S. Parent Education é- 
{ Training 


Social & Economic 
Services to Pamilices 


3 


{ In~ ~Take, Evaluation & 
Referral 


. health Services 


| Pood wekcices 


. if. Community Organization 


7 y | Transportation 


+ * 
—w: 


‘| ‘Occupancy 


. 
ey 


re (Pure) Research 


. { ' Staff Development & 


Gn-the-Job Training 


Total 


Totaz 
Bxpondi ture 


for 9 


% Greater 
or Loss Thar 
Nationa) Avorag 


Quarter Jor/that category by the total Expenditure for Quarter for al} 
a fourte®mcategories. Write the answer in percent form and round off to the 


Supine Stet ege pt RSE 


z nearest ten a percent. When you have finished the "*t of Total Expendi- 
es ture”. column for a11.14 categories add the percents. They should equal 
: 100.08 (7.24). If they do not,-check LQ@MEymis take. 


National Averages: Piret, find the “amount expended in each catogory by all 
35 contors. “fo find the amount for a given category, afid the numbers: found 
in the ' Total Bxpendi ture for. Quarter" column on Worksheet. C.over all 35. ' 
centors. After you have found the total anount expended in each category by 
all the centors, add the nunbers to find the total amount exponded by all 
the centers in all fourteen categorics. Chock this total with the numbor 
obtained by adding the ‘totals for “Total Exponditure for Quart’ c™ column. on 
Worksheet C over all 35 centors (see Report #5, National Avorages, pago 8.) 
These two numbers should be the same. Keep a record of the amount exponded in 
each category by all 35 canters; these numbers will algo bo “peodsa to com 
pate the national averages for Reports #8 and 9. 


ny 
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‘To compute the national average for a given category, ‘divide ‘the total amdunt . 
spent in the category by all the céntezs by tho total amount spent by all the 
| _ centers in all fourteen categories. Express the answer as a percent: and round 


to the nearest tonth of a percent. 


To find “& Greater or loss than National Average" subtract the National 
avorago from the "% of Total Expenditure” and include a plus or minus a 
. kn the answer. Por example, if the "* of Total Expendi ture” for Adminis- ; 
tration: Child Care and Supervision is 44, 6% and the National average for 
that’ category is 16.0% the "8 GEoater or Loss than National Average" ‘is, 


no Sere: ars 


7: 


14.6¢ = 16.03 : ~1.4% 
4 


Check: Nationa) Averages for' Report #6 should be checked with the rankings 
in Surnary of Managomont Statistics, Part B, Pependiture by Function: (See 
‘ : page 79.) For each: functional category, the national average should bo 
approximately equal to the modi an~dnd should fail in neshor ‘the snore or 7 
third at le of: the ranking for that category. : 


ogee 
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ra 


Repdxt_#7 ¢ Poderal and Non-Federal Coat Per Functional Activity Report : - 4 
‘Copy the numbers from he "fotal Federal Expenditure Quarter" and “Total | 
' Non-Federal Expenditure Quarter” columns on Workshoat. c en to the appro- 

priate columns on Report #7. To compute the "% of Total Federal Expenditures" 

for each category, divide the federal expenditure for that, cat®yory by tho 

total Federal Expendi ture for ali fourteen categorics. Write the | answer in 

percent * form and round .to the nearost tenth of a percont. To. capueet the 

"*% of Non-Federal Expenditure" for each category, divide the Non-foderal ° | 

Expendi ture for that category by tho total Non federal Expendi ture for all | 

fourteen categories. Write the answer in percent form and round to the’ 


nearest tonth of a percent. 
‘ ry 


Check to dee that the numbers in the "& of Total Pederal Expenditures” . 
column as well as the numbers in the "% of Non-fedoral Expendi tures” ootumn 
add up te 100.08 (2 .1%) 


+ 


" Report. #8. Direct Cost Per Punctional Activity Repo rt = 
Copy che niebors ie “categorics ‘4ei2 from the "Total Expenditure for Quarter" 

' column of Workshoot C into the "Total Direct Costs ; Local" column on Report : , 
#8.. Fill in only categories 4-12. The total at the bottom of the column is 
the same as the Total Direct Cost oh Worksheet C, To computo " Direct Coat :' 
Local" divide the amount spent in each category (4-12) by- the Total Direct 

. Cost. Write the answer as a percent, round ‘to the nearest ‘tenth of a percent 
and add the percents whon you finish the column to make sure they equal 
100.0% (= 18). 


National Averag C3: To find thé “% Direct Costs aaiat! 1. “Average” for a 

given category divide: ‘the total expendi ture for all 35 Gra in that 
category by tho total ‘direct coat for all 35 centers. ‘ total expendi~ 
tures for all 35 centers in a given catogory was, found inorder to compute 

the Nat'l. Avorages for Roport #6. The total direct cost for all 35 centors 
is tha sum of the Total Direct Costs for gach contor found on Worksheet C 

and already computed to find the National ‘Avoragos on Report §5. -Baproas 

tho answer as 4 percent, ‘round to the noarost tonsti of a perccht., and whoa . 
you havo finished the column Ba a 4-12 only) add the porconts ta 

chock. that thoy ‘oquat 100. ot. ¢ 1%). 
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Report # % Federal and non-tcderal Cost rer Funct ionai ACLivity Repuct : t 
pe 


. Potal Non-Fedcrail* , Kon-Fedora | 
4 Expenditures Exvenditures 


ctional categorios 


Administration: 
Management & Supervision - 


: , \ 
‘ { Administration: { 
4 Program Planning & Research . 


i | “Raelhtareakiont 


7. j Pund Raising ° 
= 4. Child Supervision & . : a *s ul 
" Education ‘ ; a“ 
a i i 
%& Parent Education & . 2 , _~ * ; 
¢ Praining : 
q Social’ § Economic i 
-- Services to Pamilies : 
; _ t 


{ In-Take, Evaluation & 
Roferral’ pe : 


sessapecce racy 


S * 
ri peo vegies 2 seenays 


ae | Health Services . —— : 
. 3 Food Services. 1 
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Report #§ B: Direct Cost Per *Finctional Activity Report 


Total Direct |. ¥ Direct 
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§ Direct: 


- "| foster | Cests: Costs: Nat'l | Loess Than 
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e, mehagement & Supervision’ 
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| Program Planning & Aadearch 
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"& Direct Cost: Nat ‘1. Average" from the’ "’-Rirect Costs: Local® and . 


j include &@ plus or minus sign in the ansier : ‘ 


F _ 
Check: Calculations for the nationay’ averages should be dsueie- checked. 
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Report #9; Indirect Costs Per Furlétional hetivity. 1 Report 
Copy the numbers for catogorics’ ‘1-3 and 13- 14 from, the “Total Expondi ture tee 


Quarter” column of Worksheet £ into the "Total tndivece Costs: Local” column 


of Report #9. The total at/ ‘the bottom of of the column is the same as the Te’al, 
Indirect Cost on Worksheet D. To compute "& Indirect Costs: Local" divide 

Pd 
the amount spent in cag category (1-3 ans 13-14) by the Total Indirect Cost. 


‘Write the answer as a/percent, round to the nearest” ‘tenth: of a purcent and add 
the percents when you finish the ‘column to make sure they equal. 100. 0%. (2 18). 
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for ali 38 conte The total indi rect cost for all 35 centers is the sum of 
the Total seal det ae, found on Worksheet C for all 35 centers. - 
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Total Hours" for each catagory divide the “Total Hours” worked in that 
category by the ‘Total Hours worked in all fourteog: categorica. 


Seay the total donated hours for gach category from Worksheet B into -the 
“Donated Hours" column. Add tho donated hours pent in the fourteen tategories 


_to got the total at: the bottes: of the "ponated Hours" column. To find "% 


Donated” Hours" divide’ tha donated hours-in each category by tho total canated 
hours in all fourteen ‘cakegorics. 7 
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Write the a ANGWCES @S Porcentay and round to the nearest tenth of @ percent. 


Check to make sure that the nunbors in the “* Total Hours” column, as well a 
“tne *& Donates Hours” column add uP to 100.0% (~ 038). | 
Nationa} Avorages: To find the National Averages Fax *& of Total Hours" firet: 


° 
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; ccupute the following: ‘ _ 


i a) the total “mumber of Sous spent in cach category by. ali . 
35, centers. Obtain this number for a given catagory by. 
adding the numbers Listed in the "Total Hour® column of 
Report #10 had that maregory rover: all 35 centers. . 


' ‘b) The votal number of hours ences in all categorics*by als = | = 
. 38 centers. Add the tofals of the “Total Hours* colusn oe 
on Report #10 for all. $. centers. - . : . 


Por each category, diviae the total/hours Spent. in that t category by all 35 
contors {a): by the total. number off hours. spent in all categories by all 35 

‘centers (b). Express the answer fas @ percent, round to the nearest tenth | 
and enter it in ‘the National aviroge column for "% of Total Hours.* 
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: aN ss ae ~ ae = Bhat ae 
4 es 4. Se , as . a - 
. . . . 
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To find: the Rational Average. for ne _ponated Hours", follow the same pro- 7 ie 
cedure, but use thc information given in tho "Donated Yours” coluan of ; - 
Rene $20 instead of the “Total Hours” colosn. © 


“es a? net 


Chack te sec that the munberas i) both “National Average” colucns add up 
tc 100.08 ¢ olt). , : e . 


Calculations for the ational Average should be double checked. Another, 
but vary tino consuming, way ot “checking the national averages is to rank”: 
order the 35 centers according to porcent of donatod hours and percent of 
total hours for each category. The national averages should fail in the 
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second or third quartiles of these rankings ered, be approximately equal to 
the median, | : u! 
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Reports #3-10 do not explicitly compare a given local PCC against itself,  ~ 
from quarter to quarter or from year to year. It is assumed that tho local 
FCC's, as well as OCD Staff,will keep data fron previous quarters and make 
these comparisons themsaives. If this is not done or if it proves to be too 

cumhe sone the possibility of designing reports which proyide 4 solf-corpari- . 
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on over tine for local MC's thauld be considered. 
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- Copy the ‘ational Averages €rom Roport #5 for PoC Direct. Coat with overhead 
8 a por Participant per Year, por Fomily per Yoar and per- Focal Participant Be aod 
per Year in the “Total” colurn under Overall cost. Fillsin the "F ‘eral". | 


” column ae the age aba from Report $5 for Poo Federal i per 


Year. ae 8 - . e * a 


“Rank the 35 PcC's with regard to Cost per Partics tent per Year, ale 
Fai ly ad Yoar and Cost per Focal eakes it por Year. For exaiple: to sos 
rank tho centers by ‘Cont per Participant por Year, make a list of the nters — 
with their Cost. por Partict pant-por Year. Order the "cosh per Particif dant a 
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Fanilics terminated during , - ‘ 
4 . Quarter  . Deg . 


& * : 
x 2 - 
° ae : * 


4 7 : 


>ePenemm 


a. 


3 to 4, Aged 4 to G, Aged 6 to 9 and Aged 9 oF over. Add the numbors in the 
“Total ALL PCC's" colum to ger the Total Children, End of the Quartar for 
oll PCC’s. Ente this nusber in the "Total ALL PCC's" column, in the same 
line vith the woicd STotal.” : : 


To find “& of Total divide each entry Te the "Ti ral ALI PCe's* coluan by’ 


the total children ond of quarter for afi ors tay ‘reas the anuwor ano 
t and round to the aearest tenth of a per nt he oh tO make pure the pow 
conte add up to 108 (4 628). To find tea Mean” divade cach entry an bbs 
“Total ALL PCC's™ column by 7. , 


Familicn, End of Quarters See Card OF, Cbesd4d) uracugn (ieerar, Quarterly” 
Report on Partictpant Characte rastags.  fSeau Appendix A, page 1.) Add the 
numbers you get in “Total Al! Pet's” column for “2 of 3 membera.” “4 orS 


ss ¢f 
mombern,” "6 or Temerbers™ and “B OF more members” Lo act tren Total Famtlius 


oem 


End of the Quarter. The other nunbers on tne “Teral Ald rec’ s" ‘colts ao near 
add wp to the total nuwer of families, End of Quarter, pit Mee kh ove ry 


case be Ions than the total musber of families, 
e 


Paniliog Terminate) during Quarter ; 

Reason for Torminations iee Card 01, (41-42) through (55-56). (Seo Appen- . 
dix A, page 1.) Add the numbers you get for “Reasons for Termination" to 
get "Total" number of familicn terminated during the quartar, 


Length of Timo Terminated Familics Were in the Progdrap: Sea Card Ol, (21-23) 


through: (39-40). (Sea Appendix A, page 1.) The entries you oct for the 
"Total All PCC’s” column terminated during the end of the quarter. 


Families, End of Quarter: See’ Card 03, (12-14) through (36-36). (See Appen- 
dix A, page 1.) Check that the “Total*® you obtain here is the camo as tha 


one for the second section of Part C, algo entitled *Familives, End of, Quarter.” 


: Participants, End _of Quarter: Soo Card G3, (39-41) through (G3-(.2.¢ See 


* 


-AppeAdix A, page 1.) . ae - a 


_ Families Enrolled, End of Quatter: Sve Ca, 01, (15-16) through (19-20). 


"(See Appendix A, page I.) For “Total® enter the number you got for Tota) 


amilics Enrolled, End of Quarter, eisewhere in.Part C. The entries in “Tata! 
All PCC's "column for “New Families Enrolled SueAng Quarter,” and "Families 


~ . 


i 


' 
' A 

. 
Terminated during Siseeay? Go not add up to this total. Boone tid) ia the 


™% of Total” colum for this néct 2ON. 


Pdért D: Staff Characteriatics 


Follow the ibe: general procedure ued ta ceaplote Pars C. ALL of the data 
needed to couplete Pare 2 comes: fros the Quarterly fepore on Sraflft Gharac- 
teristics, (Seo Appendix A, page 3.) 


Pernanent Full and Part Tine Patd Eeployeo , Uo ‘of Quarcier See Card 0S | 
(32-23) through [48-49] ‘and Card OS (14-15) through (18-19). The “Torat” 
porminent Pull and Part tine paid employee in obtained by adding the entries 
in the "Total ALL PCC's” calusn for “Professional” aad “Nou-Profeantoual’, 
Thts “Total” suet be the \waae as the sum of the entries in the "“Toral Ad} 
PCc's coluna under “Primary Function" (Adminiseracive, Direct Service, Support). 
Check algo to see that iq 3s the sare as the sim of the entries for Sex, for 
Etployment Status, and for Ethnicity. . 


. 
vi 


The last four cotricsa in the “oral all PCGts cola on tha ‘firae page of Part 
D do mot hava to add up to the “Total” Persanent Full_and Pare Tine Fe sployees, 
End of Quarter. Do not fill in % of Total! * eolunn for the last three entrics, 
C'New + ‘Employees hired durf{ng Quarter, Employees: re-instated and bap ey ees 


terminated"). 
loyees terminated during quarter: | 
cop foyecs ECrminated during quarter 


Roatan for Term nations Sea card 'O4 [4u~41] through {56-57}. Check ta 
sG0 that the total of the entries ig ene “Total ali PCC's" column under 
“Reason for Turmination” is the sane as the last catry in the “Teatal all 
PCC's* column on the preceding page {” Eeployecs tert .nated during | the 
quarter"), | . — F 


vength of Tine Tersinated StafE were in-the Programs See Card 04, (20-21) 
through [38-39], Check to ace that the total of the entries in the | 

“Total all PCC's” column under “Length of Time Terminated Staf£ wore in the 
Program" add wp to the "Total" number of families terminatod during the quarter. 


Number of Temporary Emp sloyees: See Card 05 (SO0~51). 
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a 7 ca ° ‘ : 
7 SUMMARY GP MANAGOIENT STATICVICS POR POC TROGIAM : 
| PART D:  STAFR CHULACH SISTICS | . , : 


ot a Ho. of FCC'S 


HCC’ oo Re pert rq 


et A Eo 


, Total t of 7 ean 
AL rou’: Foul 


| Perpane ot Full ond Part Tinc : a 
Paid Dopdagecb,a End of Quarter: 
| Total : ; , . 1O0e 
Roles . 
7 * Professions) ; 
«Mone Prefer iional ae 
Reta ns netrons 


Adainrsrracive 
Direct Service 
Support 7 > . 


Females 
Explayment Status: 
Pull-tine | ; : . . 
Part-tire 
wthnicity: 


hy Malios . ; : . 
‘- Nexican-aAmer igan 

Puerto Rican : ae 
Other Caucasian - . 
Black. sO 
American: Indian ow 

, | Native Alaskan ° , 


ree. 


Polynesian P . 
Oriental | ‘ ; ‘ 
Other . ce. ee 4 : ; ; 
i Staff vho have been, or are 
' . Currently PCC participants 
j Now Loployees hired during quarter : — a 
Employees reinstated during quarter 


i 

“! 

: 

{ * Employees terminated during quarter _ : ; : 


oe te a ee ee * ; 22 * 
a Bes Geiger preamenrst inte DE eS e PEENIT  wag ANATTEETS CET TIPLE OE JETT NE TERE sani 
a : £ . . 
‘Ty ; ‘ so _ a FC Quarterly b agetent Report os. 
‘ d Covering the Peried 9 throwsh__ ee 
q ; 
3 SUWARY OF PASAGENEUT STATISTICS FOR POC PROGRAY 
— PART.Di STAFF CHARACTTAISTICS (CO“T.} ; 
. Fotal No. of PCC's +— ‘ ; , 3 
fee porting 
- . + = * . 
, . * ae Total t of : Hoan 
} ~ ALL ROS Total 
eiployecs terminated during cuarter 
dea: | . 00% , 
‘Reason for ees : , 
a Hoving . : 
Better job 
‘ Further education. 
}. Pregnancy 
. Health 
- Retiresent 
} Dismiscal 
- Personal Reasons * ; 
Other : ; 
das of Tine terminated stale . 
voro in the Progra | os ; a dg _ \ 
Less than 1 month. a . : : . 
4-3 ronths emai : . 
4-6 months : ek... : 
4 3S months | _ a a3 : 
oa 40-22 months . ‘ 
nO 23518 nonths . 7 * 1g 
{ ~ 39-24 months : 
25-36 months ° 
. 37-48 months | , 
q _ Ver 48 nonths ; _ 
re of temporary paid omployces | : 100% 
[2 Soe, ; fh Semin) ; 
s A 
. S 87 
get ae Qe 
. os eo — * 7 eg. ak Poe 


| ' i | “ : , , | 7 é . 


No not fill tA the “S.of Total” colunn for the, first page of Part ©. the os 
| ‘information nedded fo compute the firse eight entries in the - “Total All , 
PCO's* eolum can be found en the Quarterly Report to Participants I, Cara 
Ot, (12-13) to (27-29) a, ‘(ea Appendix A, pare 3. ) Follow the Sane general 
procedure you used for Parts c and D. For exaetple, for “Nusber ‘of days PCC 


\ 


‘ operated during quarter” add_the number found on the Quarterly Report to 


Participants 1, Card 065, (12-13), for ali 35 CORTOTH « | Enter this total in 
the Toes! all FCC! 8” coluan. DENTE by ‘35: to find the pean. 


. % 
The: date neaead to. comp lets the nenk three sntrioas (Wvisies in Home by PtC 
Staff, Te lophone fTontacts ane Ke tempted Vigstsld is found jon Quarterly merece 
to Parti cipancs Ile Card 07, chert} aca (20-221. (See Appendix a, 


Page be ) : he a 


om” 


the ants meas to ‘complete the Lust seven: entries on the first page we. De 
Part E can be ‘found on the Quarterly Report on Services to. ‘Participants I, 
Caré 06, (30-32) through (44-45). iSee Appendix ae page 3.) 


‘The inforration needs d to complet a the cecond page of Part E can be found 

on Quarterly Report to Pertivipants ii, ead 08,° (114 thr ugh 470-392), 

(Seo Appendix A, page 4).. Find-the “Total Number of Mothers whe Partici~ 

pated in Parent Education and Training® by adding the numbers on the Quarterly 
Ropert to Participants dlin (67-69) for all, 35 oonters. To find the “Total 
“ALY PEC ss, number of mothers who perticipated in cach type of Parent Educa- 
tion-and ‘Training (Child Development, etc.) seb entries (12-14) through (42- — . 
44). .To fing “ of Total” aividt each oftry In the "Total all Pet's" colunn 

by “Total Number of Mothers” and express a5 a porcent. The percents do not A 
add up to 100.0%. ‘ _ as . . 


- Follow the same procedure for “Total Runber sof Fathers who Participated in’ 
| Parent “Education and Training.” .€ind the total number of fathers «ho parti- 
‘ cipated byadding the numbers in 070-72) for -all centers. To find the ‘total 
nunber .who particiBated in each type of Parent Education and Training, see 
- (45-46) through. (65-66) . The informaticn. neéded~for vie rest of Part eB comes 
: fron Quarterly” Report. on Services to Participants 111.’ To find thie “total" : 
‘for Number of Sartictpants, Receiving Health Services, add the’ numbers for 
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Wanber of Policy 'Couseil Meabers - oo 7 2008 : ’ ; 
| end of Quacker, Total é 2 cay. ; ; : 
- Nuaber of -parcats, on Policy Counct “ep . , * 
} end of quarter , v > 
* Avesage nusbers of parents attending ad ~ . \ oh oe 
; Policy Council roerings : ‘ = : a. 
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: QUMMARY OF BARAG me ENT STATISTICS FOR pec PROGRAM “a - ee 


PARTE! PROGRAM SERVICES (CORT.) a = 
ae No. of PCC'’s 


aa Reporting , pes . as 


2 4 "5 Total & of . | Mean 
a aa 1 es : * All PCC's~ _ Total ow 


tal number of mothers who partic . 


" cipated in Parent Heveaoen and , ; 7 : oO / re * oo 
a ieencaids se TQS act . 


‘ge: | Child Developneht ‘ _** 4 2} ES a ae 7 ee 
z Pamily. Life Education and Planning _ : sf Va ert, 3 po aA 
Consumer, Education Pa ee re ee 
~Healti: ‘Education © ues ee, ~~ e 3 = 8 Mt 
oan "-rne@¥Wfetion ‘in eaestas. Wei ting, . re er ee 2s RP Gta tay 
7. Oral, Communication. et 8 
«Home Economics: .. —~+ a bi Wg Meee FE SS ge ie 
“Gob: ‘Training. ar Skill Dbévelopment ee Dee ee ae ae Ro ee 
_ Orientation: to Community: Resources e wos, of a ae, ee a 
\ Hobbies; Leisure Time . i. on TE ag ce ee eee 
Other Mie & . en 4 oe eg as ee 
Total nusibite of. fathers oe paiticipated 7 ge dh ee a? a ta Se fat es oo 
in Parent Haucation | ‘and i uc a ee 2 
Training: , Be Oe oe atlgaes Od, $8 de yey eee 
chia Developtient. 7 
: x “Family: ife Education and Planning. 
« -t Consumer Pancetton ugh 
: Wealth 
oe instruction: dn neaaing,. Writing, ma: Fy 
4 «Oral Comuititaatton oe ©. 0 ls B 
‘Hottie ‘Economics . eos eee 
oa ainingoxr_ ttl Devélorent . oe ge © ee 
fe, ori intation to munity Resources: ~ \ 2 
i . Nobbies, Leisure ‘Time. Pee 
Other". ae iy - =* 
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» Covering. the Period ae through, 
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- ] SUMMARY or nanaghyenn statiiTis FOR PCC. PROGRAM 
a , o 
ia “PART E: AROGKAM SE APre CES (CONT.) 


igh areas ae a _ Potal 7 z of. ee Mean 
: or a oe "MAL pee's > Potal- a 
“Tychor of participants Receiving . sige . i? 
“Wheaten. Services. ce . m fe ghd a, ee AS 


e “General Ne dice a Emam po cre he eee oe 
Othe): “General & vedical Services ea oN =. 
“-Brexvgency Health Services . Rige.  Beih, a oe a 
_ Prenatal Health aac aa i en ee ac Bele a Oy 

- Panliy Planning. Services. Fao, Pg a a BRO ee eM ee eke: 
-. Spectalized: Physical Health. a ae ae i ee 

_ Services {é.g. ‘vision, ‘speech, Pe 8 ee a e = a > a 

“eating) . i, ge Bes em i. 

“ SPgoteatzea Physical’ Diagnosis/ a ae ee ee ee 
Lae erestiomancucta (a. Ge eae as, oe ted “Gy Ee 
oo § mental. petereetion) aa a ee to ye 
“pontal Exan re Oe ae 


* : ae 
ae . : a 


“Provision of Nedtestion eee Ge ee i Oe ee 


Yeagy gigeses, ‘hearing, aid, Oe ae ee ee ae ae ee ae eee 
, orthopedic shoes) (60° 2 sci a Ysera Cog ee 
| aboratory’ Tests. (a, a+ bléoa’ Sine? : 
urine, (pregnancy) | area 
“Special Laboratory test: ‘Gg. 
‘Tuberculosis; Cahcer, Sickle” 
/ Cary Anemia)? era 
“Lead Poisoning esting/Mreatnent 
“Mental, Health Services: os 
, Tnnostlations: wip Ab ay’ 
oo pep (last of ‘set) ° De ee ee ee eS 
"Polio: Gage .c of set) re ee ree ee cs 
Rubella ~ Ee PS ge Go te ca ee 
“Measles » a an a 
“imap Gta a 
tan ORR Le ars ti et. 
Cognitive Sk sills os eae? a. 
‘,. Other See 


a, 


ae 
5 


Pet SE 


pian 


nw 


of: derylea: for ali: ‘the: Feporting ‘éenters. For. example,” for 


Group™, add: the quantities of > that service. for all the: centers, “as: found ‘on. : 


oF the Qaarterly Report an Services to Participants | Lut ttotal puaber ath 


“Report: Ht 3 These. Aumbers were. “proviously ‘computed to determine National 


- averages: for ‘Report 43. . 


: Report #4. scamtaiiive Data) oe Bae es 


coed 


: _ {: 
1 Re . . 4 


ete) (27-29), the last item in the dase? column ch the Report, for ali 35 


cdnters, and apter the answer in the Potel ALS rects* column. fo Lind the 
“yheal ALL roots" en} Asta cntries for awh Medical Service (Genera Modicad- 


edi, aber. } usé- the. data giver in (12-14) through (73-80). fn the lash row 


received: gach BERVice) . (See Appendix A page 5.) tro find “2 of Yyotal” 
divide each PuEry in the “Total. ALL Poe's volnimn by “the "Tova" fianber af 
Farticipants | Receiving Health, Services.” To fing the EAN divide « ach entry 


Auothe “Total ALL PCC's” colina by 35. 
_ os 7" 


Cumulative bata 


BORA WLI LUA Ped DAA DERN EES ET ARAN 


in addition te the aggregate data ‘compiied for the Sumiiory of Management 


stats bation s ' Parts A-E -the Bata coordinator ‘should: péepare ‘Eumulative data. ib, 
for: ‘Raports Halo. Host of this data was alzeady prepared ‘and: “used to. com= 
plete national averages. This: additional information should” be, entered ‘on ; 
blank copies of Reports B3-10, and “Cumulative. gata" should be typed ory the 
top. of each report. Copies of the cumblative, data from the. quarter, ending 


Hovenber 30, . 1972. In the.” text” ‘whic h follows, unless “specified as. cumubative | 


data, Reports p320, refer to veports prepared for: indiv: centers ace) a ee 


_ "ae a ed 


enter the, total. quantity of each’ type 


ae eee 
um the “total” column’ under: “tocat ‘Cost OF. Benes for each. se vice s caten: 


|For all 35 =a ae 


a t : . Gaeta os : a: . ‘ i 
ee ae ~ fe es 5 a 77 ‘” : 
| . ) 


to Ta’ the "hota units” column” fox bach scrviec oukedary enter the koral 


“quantity of services: provided in that ‘category by ail the centers. These: 


i numbers Cary “be Sbeained by ‘stim ng ‘the quantities of services delivered ' in, -_ a. 
og that category which are Listed’ int the cumulative data’ for. Report #3 .. For ae 
eae i ‘example, for "Child Care, and Supervision" sum, the numbers lis ted in thao, im 


‘quantity: codumn, of ite sport a3 (Cumulative Data) for “Ti fant Ea, ~ Group", 


Infant. Ed. =. Individual", “Parent child ‘Thteraction Sessions” and “Programs. ° aoe 


* 


For Siblings." i 2 - f . - 
Oe ate en te a ie Se ES, ae 


Report | a5 5 (Camus hive Data) 


: \ ‘ : : : 4M ” wong P Pl 


In. the Total" column, under PCO Service Base statistics, enter the total: 


nunber oo ad Focal. children; of Families,» ‘Of other. Children. and of: Partied yy 


fhe = pants. . thes 5 nunbers were computed to" determine the. 4 Hational aver rages: ‘for: 


‘Report. #5. ‘See Reporte aS, National: averages, Parts a & a, “(page ‘631 tor, 


a discussion of how to eis ars numbers: - ae 


ie : Ao 4 4 
. 4 . F i ae - See & : oy wal 


Report 2S (Cumtative pata) . ee are ne Sees ae 


Tn ‘the: “Tota Rxpénditore for Quarter" column enter” ‘the amount ‘expended 


ach categor all: 35 ‘centers... These panes, were conputed to determi 


the’ Wag ional, averages for Report: a6. ‘see: Report #6, National averages; 


“papa 96: ae for a discis: ssion oF how. to: ‘compute these niibexs. 


S$ 


“the fiunber 


a 


th 


vere used te coripute the: National average: ‘for. Report He 


om enter the amoub ts given. an the "Total. Expenditures ‘for: Quarter r column GE <5 


0 Report HG (Cumulative pera) for thos er categories. then, add the muinbers Ar 


eeu of ‘Report’ 4 


aa 
a) ; , \ 
, 4 
j ae P 
a 5 4 ‘ 
‘. a ce \ \ 
\ b \ 4 
the "& Total Fodor ad Expondinunes agetsd up. te 200.08 okay. - \ 
i * a “ : . : 4 ‘ x eG ad an ay “ e y 
\ : / oe - : i . : re \ 
\ ° 1 
Bol Lew the Ente Procedure toe aa dn thea “Potel’ Hon-Fodera} Expenditures" 


“wy wot O's 


co)umn ann "4 of don-Federal Roxy dnditures*. coluin- To detgnnine he. Amount’ 
of non federal Ox spend i tures spent: \in eat caregary hy. cali the conters add - 


“the aunbers in that category in Fe lee Hon~ federal expenditures" column 


, 


on Report #7 for ali the centers. || 2. ks oe a 
; ies ak - ; 
Check to make sure. bak chee sum of hs ga for the “rotad, Federal Expendi~ 
ture™ column and “Tota | tons Federal } pend i tur rai ‘colupn On,Report a7 ee ae ee ee 
ey Se a ae \- ie ea? gy 
(Cumulative Hara) Ls the ssaune as the otal" for the “Total. Expenditure . 
for Quarter x? column on Report &G (Camu dye ive patady TE thése bao numbers: 
are not the Same , check for a ‘mistake. \ aa “ et Se ss 
Report #8 (Cumlative ¢.Data), ar Coes ae wee 4 eee oe es 


th the “Total Direct ogsts: ‘Lecal" colusiin for service categories ae Be 7 


© the "total: direct Costs: Local". column to get the, *rotal at the “pot tene! 


‘ue 


the page. “the entries in, the "% “Direct Costs: racal" column: wih be the. 


game as the National averages for Report ies 


Se 


a 


“Report 19 £9. (commative. Data). 


tn the! “Total indirect costs: | “boca” 


and 13-14," enter. the: numbers’ Found | in 


fo {Cumulative pata) * 


/ pinta 3 in. the Total Indirect Costs: 


obtain: these nunbers. 


. 


. . , # . , ae : 
Report jn fo {unu) ative: bara) t f 


In, thé “potal Hours * “golurn, for each: category, eater the total number of - 
yee oe ce : sa a * 


Hours, paid and donated, + apont by all 35 centers in that category. be the 


same for the. *"ponaked Hours” column uk oncex the total RUMbor oe donat asst 


her UES See. Report f10, National Averiges, for ox di'scuss sion of how to 


The. numbers in the “% of otal Hours” column and 


me pon ted’ Hours" Golan wit L be the same as the National Averages for 
‘ Report #10. a oo, Fal 


saad 


QUARTRALY fiéPoRT on PAR HCIPANT CHARACTERS THOS 


le Hein ean onantee —___ aa ee 
| hie = Shak | PCC _ a ie a i 

a te oe —— eemontennteri QUAR TER ENDING _.. SESE one erne nor einstein 
» 2. Dona. sein Fase Tae os ae 
a a hd {ory} neon ue ie ee ie: . a cnonememmameerre « 
ar oe © en 7 Pe at pe ae sits Fo o 
OD aay signi aa east “Families Enrolled at Ead of Quarter : tia} it eee Ff amnilies Reinstated uring Querier 
Hy ahs he 1G} inline New. Famities Enrotted ical Quarter meee Fb“) | er Families Terminated During Quarter. 


"Fer Thoie’ ‘Families Terhinated During fin Quarier, anid Not. Gunvenity Enron at this poe, gee tho following infeimation: a 
“Number ot. Months Terminated F armilies were ‘Envolted in the PCC er fs How umbor of familie f far reach category below? 


qe ed rene ‘Less thon 1 Month. se i233 131-201. SEDC R RE ee reer Months 

OP URI REY Ss pene nce Monts es FSB) ce 10-24 Moths. 

PARE 2O) eens GE Months gt 28-96 Months 

Of NRF 20) ie TO Months i ae Months 
sate oe 10: 12 Months es ae $00 ee Over 48 Monihs ele ee 


ms _ Reawns for "Tetminasion (chow aumber ol families for wach’ reason look 
: laaaal!: ee bone Moving from Service Area. orn 222) “hake of inte Se te Be 
ann Lack of Transportation ne C5. 62). (anhainecnccapenaiael, income Above: Level of tala. Teo 


me {43 4a} — . 
Vo fasag)” Aa ‘Mo, Longe Focal. Child se cna (52-7) Language’ Bervier ee 
44708) oo Mlaess Bes or Early pe a. “165861. — - Other (speci iiyhe Peccaatatvcemcninten Lote OED | 


Fotis ovate at the, End of the Qusrieet 
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services ae local parent-child centers: 


- RESOURCE REQUIREMENTS 
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ee Resource Requirements 
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It jis difficult to separate the adaitionat aeande imposed on ‘local 


Parent-Child Center directors, data coordinators, and ‘staff members’ by. the 


_ PCC MIS, feon the ordinary. demands for sound Pinanciea and program service. 
recordkeeping. Most parent-child centers did not have adequate record- 

se / : 
keeping dyeeeme prior to the “implementation of he “PCC MIS; and, a any 


‘case, these records were not consistent’ among’ projects. In this regard, 


they were little different from most child care program: operators. Yet, 
the need fdr: adequate ‘records exists whether ‘or not there is a Management 


Information System. Hence, nearly | all of the recordkeeping that is ‘asso- 


eaehed with the PCC MIS is necessary ‘independent of. the: PCC MIS. Only the 


eed to make out quarterly reports is an additional demand : on local :re- 


sources. As an incentive to meet this demand, the PCC MIS has provided: two ~ 
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ethe national office,. seeqush a contvackér,: has © furnished local. 
Aeon cepa: forms, as well as quarterly report forms; and: 
ethe output’ froin the PCC MIS was designed | to. se of real value to- 
“the ‘management of the local PCCs. 
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, “Should local PCCs be requested to furnish’ their own recordkeeping 
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a quarterly basis: - . ee ee er er, is og. 


ee Recordkeeping Forms |. ie eee 3 -_ me. 
. A. Participant Intake, 25° per. quarter — os we 
B. Participant Enrollment, 25 ‘per quarter : 
Employee Intake, 10 per quarter _ - . Re ri 


Weekly Family Sérvice Bees. 100: per quarter 


Weekly Staff utilization; 100 per ‘quaz'ter — 
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Time ee. Data Coordinator, AC eCumEen ana: Director eases out the 
- i “quarterly reports ere . ; 
: A.. Data,.Coordinator 2 md @ $30. plus $30. overhead . $120. x 4 quarters = g¢4go. | 
B. Accountant . a i hour @ $5, plus. $5. overhead $ 10. x 4 quarters = ¢ 40, 
| C. Director - "+ - 1 md @ $60. pine $60. overhead $120. x 4 quarters’ = s4go, 
| Total Estimated Annual Cost “to 35 local PCC's:: : 
! eRecordkeeping ‘forms MR. i $4,200. 
‘eTime of Personnel °° ; , $35,000. 
” ePostage and envelopes _. it, 2, eS *.. BO. ; 
yi oe _ "© $39,250. 
. t : a Fi | NATIONAL RESOURCES REQUIREMENTS 
7 if NEWSLETTER | | 7 : 
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1 _ "Handling oa - ee $60. 
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Se EN AND COST ESTIMATE FOR THE PCCHIS, 
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‘ on" a quarterly basis the following tasks and time commitments’ ‘are re- , 


"quired to maintain the Parent-Child center Management Information . ag 
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i i & Morte) we. 3 . eer 19 ma oe .$:900,.-Labor © fle 
| a ae se oe — JP a, Ge .# os *$ 29005 Overhead | 
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A a ey ote . rs fe ee. ; oS _ 
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gate. mere : : f 18: md 2: ° $+ 900.- iabor. 
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“ey oss. and distribute them +. 2 md “$100. Labor. | 
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- « * Total Quarterly Commitment ‘at ie ~ oie 
Pa. & “he national- level’: So. BB md”! $6,335. 
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a averge | ‘Annual Budgeted Costs vee Functional catagory 
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Part I: ‘State Time Utilization, by. Functional catagory | forthe Past Year 
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: | Budget ovérhéad Costs for PCC Grantees ca 


“Section II‘: Span oa adic Piet cumini During the. Past eer ee ey ee 
Bee ae ; _ \ ee 7 oe 
Part Ar. - Number’ of Infant: Educaticn. Sessions Per ‘Week, Number. of Sessions 

ue oe per ‘Family Per’ Week, Average’ Length’ Par Session aa : 
(Group. Setting/ ‘Individualized/ Parent Child ‘Inkeraction) 


 poscananey st pone 
i 


fi 


ye 
ana ade 


> Part Br Number of. Adult - Education ‘Sessions: “per: ea “Nol: GF eecuions cel acute 


. per weeky and Avetage'l ‘Length ‘per Sess sion... -y 
. a ‘ . : ue : ; : ah tga athe Bacon i 
S gection TIT: ¢ Cane Per r Participant Per P¥ogram : Moe Pate oe 


“ Part-Ar: By. staff Size 2 i ee re ek ee ee Ae 


y an 4 : “ wes apo as ‘ . q 
ee - ae By | Total, average ‘Enrollment. Pe ee a 4 =a) Pa tat Se. S 


Part- “Cz ye Urban-Rural Location’. 


a ee, roe | cee ees eee 


Z ‘Section. IV: “organization Chart. for" Bach Paci = 
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Items for. Consideration for Annual PCC -MIS_ Reports / 
oy a ; ; 


wa. m K _ * or for’ Special. surveys eae, a Ps mE Y ee 2 


y * . 
on . 


1. Analysis of the Capital Costs of, the Program, as contrasted- to the operating . 
costs. _ (Must involve an inventory !) (Could set "Use Rates") 
. 2% analysis of staffing patterns (making use of staff italization records) . 
o-Is. it. Better to use professionals or paraprofessionals? 
- © Full-time or part-time. staff?” 
0, Most effective. use. of Director’ s ‘time? , — 
©: Do some organizational ‘structures have clear aavantages. over’ others? 
3. Analysis of outreach functions as compared: with center mana 


Se ee eee staff toward a. program, “= ne 


: : ec Me ts 4 a? am oe a NAS ae ke 


-6. Special assessment of service to families, with Inothers’ under 20 years of age. 


_ ee at : : 8 . ae ; : 7 ; ; 
7. Special survey on types of education programs for infants and toddlers. oe at gt 
8. Description of the organizational structure of each’ PCC, aS Pe oh 
9: er ee eae : 
10. Analysis of maximun size for Pec?” Threshhola? nn 
‘ ae \ 8 . ws o 
° How many families can be. served: effectively? Pe hs A 
are) How much, time should. families. be allotted per ‘week? | vy i 
" 11. Average: length of,'time (mos./yrs.) participants are’in ‘the proaram. 


“12: Match audit reports with quarter financial reports. to determine discrepancies...” ; 


, 13. Determine the service aréas’ for each PCC: 


“PROPOS HD NCC MIS 2 R NNUAL, MABAG noi a 


Management Report. can: ‘be obtained: from the pec Quarterly Repoxts and: 


~ the: Grant! Applications for ‘all PCCs 


“Phis information should ts included for: ‘each ctype of service: group setting, 


: individualized dnd perent-child' interaction sessions...» 
- (2) (2) Span’ of Service. inits: Parent: Education and. gaining 


education and training’ programs.» Include. QQ, umber ‘of adult education ses ssions 
per. week, (2), number of. sessions per adult per eek and, 3) average length 1 per _ 


session, ia 
(3) Statement of. Relationship. with: Health. ‘Providers 
/ dranatically. from: region. to rogion. Tn “those areas: where subsidized healt? 
care: pro rams, are. available to! ‘participants, ‘the. PCC. indy. “focus "on. health = 


“. education: and’ ‘preventative. neath measures. “Other programs, can best serve their 


contact: between. participants’ and health: providers: ° An those areas where. edical.. 


a 


MEPORTS ee 


“Au of the data required to riclete. the prop sed pce ‘MIS | Annual 


In: ordex to do’ 80, however j. We 


Baa that three: items bel added ‘to the narrative statement Which: 


accompanies ie Grant. Application. ie Seaqss ee 7 ye ee + iP int 


“a Span of Service ynits: Infant Education. eens Oar ae coe © Pegs a geal 


‘In order | to develop meaningful goriparisons’ among prégrams: and meaningful 


‘unit costs - the span ‘of service units, “proposed: should be described An more - 


- detail to include | {1)- -nunbber® of. “infant education sessions per week, . (2) average. 


5% 


Vength OE: time: (per. session. and ' Q) umber “of sessions ‘per family per Week. 1” 


oa 


. More ‘detailed. information ‘should: also be provided. “about proposed, parent 


1 
\ 


AY ~ A 


pila. Centers varies. ee 


the’ type of health, services. provided | ‘by Paren: 


participants by, providing a health ‘referral service or. by ‘establishing arozee 


and, dental services’ are’ scarce, _ nibenpetionts os heath care and. all ‘costs Xe 


ae a eee ee a, a rh oot ae 


| 


| aed 7 o 2 ragestions tors special Focus, in the. the-Quarte erly nc. weletter . 


shite : os o ee ° 


Be BOG: eatoee ae. Mes, SA, Eee ee ee Ge 


_s “Recruitment and. gua eee a a en eS ee 
(with focus’ on. ‘dire rs; teachers, cooks, social service workers, etc.) 


: © Mnservice Training 


A Tifant and. qoddier | Ealication eas - ay -_ The 8 fe 


ae a a, Tearnine: ‘Modéls: ‘ase in: ces ae er aaa 
‘- Field. Trips: and, other Special Educational. ‘Experiences a ea 
oe ‘child Developmen vBxperience i 4 , Po ee 


ge E 


a fasilities . 


S 


= Pe ‘How ‘the 35 pec!’ cok outside and inside’ pe Pe tg te eae 
- 1) = Casts: of Occupancy, Naintainancey and Furnishings. Co eae ee 
Pett, Licensing, | a Sage a ear ae 


gy - deseabing eae 


~ By Line’ Teen ie an sf ee singe thas oat, ae ae 
“(with special feeds. fey “personnel v vSe Non=personne) costs; and réderal 
saniaed ‘Share. vs. Non-Federal. Share) . 
ae Bye Funetion:.-)° 

a By: ‘Region’ 
By ura} Urban 


‘ we 


ue Realth: Service "Arrangements 
eee Diet . 
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{A FullText Provided by ERIC I 
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9 | Parent Education and r 


~ Pocus on Learning — 
~ Focus on Sharing — 
=~ Pocus on New Oppor: 
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‘National 0 office. 2 File Maintenance, Procedures” . Qe 


offices i ee ae ares ; es : ; 
: — eQuarterly Reports from PCCs,. . 
“eddarteniy System output, and : a. ‘b 
a! : eAnnual Report. Materials. = me © Sy gp oe 
“ ginsterty Report File eh Ee eee i. a | | 


PCOS. has its own folder. h different folder should ne added - te the fie 


Quarter Ss stems 


_ Should be set as Ade: for ‘these worksheets.” The file shovld contain. a folder 


for each PCC and. one for each “OF! the national aggregate data teports gene~ 


"ders for a Fail quarter after. they axe ‘completed. then. ‘the ‘worksheets for’ 


“three sets of files are vequired | for. Sat PCC MES-at the national 


The quarterly report files. should be set up so that ‘each of ‘the 35 


for eack center every. New program n year. After two? years a progran year 
folder should be disearded. The quarterly report. Files. should not Snelude 
anything: ut the: ‘quarterly. MIS reports submitted. by PCCs. 

Qutput Fi File 


“The quarterly systems output, requires. “worksheets. rf File drawer 


rated by; the . sys stem. |The necessary work sheet :$: should: be kept in these. fol~ 


the Heid quarter! s data are ready, the past quarter's worksheets for that 


centex or nationsl répor rt, should be discarded. ° af 


A-soparate file dzaiver should ‘be set aside for the Sciginais of the 


quarterly” repor ig. 0 Phese, prigindls should os kept: for, up to. four years. 


_ Angual System Gut 


A file drawer should: BLSG “bed set aside For the’ annual ‘weport. ‘this 


£ite dr PaWwer should have a different Folder Yor each section of the e/final 


-paport... fie. data. for, one annual xeport should be kept Up ‘to kwe years after 
ge ; ; ae as so 
that annilal ‘report is “Lssued. a) ms cS * 8 : _ 


Tag national Data Coordinate: will note, of : course, ‘that. the recom= - 


“ty 


monded file maintenance procedures “for the national office are consider ab iy 
less coeplex -thar those recommen de ao for eae ch ef the local pects, The 
a 


reason for this reduced complexity As principally that the patiéndl Hate 


Coordinator: maintains aul quarterly, reports oem a particular POC in: a 


eis 


single: ‘£ile labeled: with the name of the PCC, ‘The. lecel BCC data coors ~ 


Sinator, on the. other. hhasid, must maintain a Ange amber of individual 


s 2 " ee 


RPO Te ae Ph a Lee tbe aly rade cele 


Bi 


files for each of the families who have applied to.enroll in -the PCC, 
the £amilics who. were, ‘actually enrolled din the PCC, the staff nembers 
whoa “work in-the BCC, as well as separate folders for. donated goods 
‘vouchers, donated staff time, etc. Since all of this material has 
already been aggregated for the entire PCC in the quarterly reports, the 
file Jmaintenance proeesynee: 4 are” significantly less complex at the national” 
level. ae , , . \ 

To assist the national Data Coordinator in providing technical 


assistance to local Pcc's, the file maintenance procedures for the local ~ ye 


“Pca's have been appended to this section. - 4 1 


Nee : ; 2 
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f é 
: SUGEESTED RECOROKEEP ING FILES , 
| - STAFF_ RECORDS "a % e 
| Outlined Kelow.-is a suggested filing system for al -staff and consultant 
: records. Separate file headings should be established for 
oO Permanent Full and Part time Paid Staff 
e Temporary or Occasional Workers 
q ~ ; ® Volunteers 
1 4 ~ : , 7 4 
4 -@ Gonsultants ~~ fs 
. ? 
a Paid Staff -- Prepare individual folders for cach permanent full or 
i , aes tine employee, and include an Expjloyee In Cake Record, completed : 
: ee ee 7 : 
fecklv State Utilization Records, ang other enpropriate: documents. : 
x rer may be arranged, vader the following sub-headings to facilitate a ae 
a . the transfer ‘of Gata te i Lepr ts, cS . : 
ar é een eee 
eof o Now State f£ -- Include new staff hired dori ing ,the current. 
4 “i 2 eee and not Ses eneay: terminated. 
@ Reinstatements -- Include staff reinstated during the : : 
4 current quarter and not subsequently. terminated during | 
} this quarter. . ; 
® Current ctaflfi -~ In¢lide staff currently on the payroll : 
who have not bean hhred, reinstated, or texminated ° 
Ste .  @uring the quarter. At the end of each quafter, trans ; 
fer New Staff records and Reinstatement records to this 
aa ‘f£ile, 
a . . « 
x : = 2 . - 
4 ') Terminations ~ Current Quarter --. Inciuce taff ter- 
Minated curing “she quarter and not subsegquentiy - 
xeinstated., 


5) 


3 oe 


; ° TerminatZons-Prévious ‘Ou rarters ~- Include all staff 
. : 7 terminated prior to the current quarter-and not 


28 


ee ? ; a 

4 reinstated. At the end of each quarter, transfer 

ah “records | under Derminetions-Current Quarter to tots 
file. 4 


: . % : : I 


4 


Le v Applica tions “> ‘Prepare one! folder containin 
Enployes in-Texe Hacovés fox each job applicant. 

. 5 » , # » x = 
when an applicant is hired, ‘complete -the Employee. . 
meYake Record and transfer. the records to the. 
a New Staff Hikes : 


~ 


‘Temporary oF Occasional Woters -~, Prepare: ito. folders. to include ; - 
‘ Weekly State Utila: jon hecords ard other. appropriate documents o/s F 4 
oa alk persons wv 2HO work on a temporary, basis for the PCC.: One folde . me 
< @ = Should be marked "Current" and should contain all records. Sie a 4 
j to ane current Mverter =. ‘The second 1 folder, tarked. “Previous. Quarters," ": 


r 


a. 


pers is) 


.Stafl Utilization Records for enployees: of companies, firms, or aqencies 
y assed halle fed edbttdaa 


‘ghould- be used to store records applicable to phevious ‘quarters, i ~~ 
icine records catepalet ay by last a a : a, : : a 


‘Cons sultants and Contvace services —_ Prepare separate folders fior paid 
consultants who work during the current quarter and for those who per-. 
formed work during previous quarters. Inelude Weekly Staff Utilization ~~ ,- 
Records for consultants and individuals who contract to work for the 

PCC. Arrange records, alphabetically by last name. Do not complete 


with which the PCC has contracted for food services, building repairs, 
transportation and the like. = - 
Volunteers ~~ ,Include Donated Services Vouchers for volunteers, and = 
staff members who work for -the FCC but are “2 paid by another asency. 

“Vouchers should be arranged alphabetically under the following sub- 


headings: 


® Allowable as Non-federal Share, Fee ts » 3 = 
ae @ Not Allowable as Non- federal Share - ; ee . “4 fp ee 


You .may find it convenient to prepare individual folders for those per- 
, Song who work regularly at. the Cénter. File vouchers applicable 
to the current quarter sep parately from those applicable to previous 


- quarters, 


o 


PARTICIPANT PAMELY RECORDS ie inn, GP?! << 


Outlined below is a suggested filing system for\all participant family 
-xecords.. Separate major headings should: -be/-est lished for -, 


‘® «Participant Fanilies a ee ee “| 
@ Weekly Family Service Records | . ee 


@ Health Services ajenonds 
Participant Panilies = Ferrer’ ingividual ee for each partici~... . - 
» pant family, ane “include a Pamilv in-Take Record, a Family Enrollmant 


‘Record,’ and other aopeoseiete iscal recerdés ‘Folders ‘may be arrange 
under the following Sup heeda nes to facilitate the. transfer of deta £o 
quarterly reports... a 4 


+ * x‘ 


o. New Families -— Include. ‘new families Sueelied: during 
‘the quarter Vand: not. subsequently ‘terminated. 


‘6 Reinstatement ~--Enelude familias. reinstated during ae ee ee ee 
ee ne ate rrr o Med 
the current quarter and not subsequently terminated, ; : 


oe Current F Families — ‘Include families ‘currently pare oo ; 
‘ticipating in the program. who have not been enrolled, : , 
femanst ed or reinstated. ‘Guring the current, quarter. 
the: end ‘of each quarter,, transfer... -blow 1 Families. 
_ xecords and Reinstatement records to. this is file. 


-@ Terminations é-Current Cuarter =~‘ Include families ge a 
terminated during the. quarter and not. subsequently: © Sy eh 
keinstated. a eee Goa Gare ie ee 


‘ 
; 
se 


* . . . a r 
7 , a : ; ; rs . 
@  Terminations-Previous Quarters -- Inelude all families | 
terminated prior to the current quarter and not rein-. 


- " 12 "4 stated.: At the end of each. quarter, : transfer records 
7 7 Does - undex Texminations-Current: Quarter. to this file. 
Z 


ee “4, #6 2° * Applications -- Prepare, one. folder containing Annual 
e 4 ms ‘In-Take Record for. all families who apply for enroll- 
Ment or. r who are participating in PCC on a trial basis. 
_ When an applicant family is. enrolled; complete a Family 
y Enroliment: Record form and transfer all secords to. ‘the 
_ New Families file. oe | 


ae 


sasaoi eg 
i 


Weekly Pamile Service Records --. Prepare one: form for each participant 
family at.the beginning of the quarter. - Distribute the forms to those 

staff members responsible for completing this record or place the . 
forms in*designated locations + where they are available to appropriate . = i 
staff. ., Each week, make certain that assigned- staff record the-number ou ee 
Of, times services were provided to individual families. | Complete the 
records at the end of the guarter, aad. the totals from all forms, and 
enter the resuits on the Quarterly Report on Servicéss to Participants | 
Tr. File: each individual completed service record in the a 
family’ s ‘file. 5 


° 


1 


ee A eee & 
Salis, peices tienen 


> Bias, 


: Family Health Services Racord -~ Prepare.one form for -each participant . 
family end file them together alphabetically by family neme in one 
‘folder. “Complete kee health records: at the end of each quarter, then 2. 4 
add. the. checks’ enterad on all fortis, and transfer the results to the © | 7 
Quarterly Renort.on Sevices | to Particivents Iii. File the completed * 

health recordas in each z Femi ly’ s indiviés i folder. 
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DISTRIBUTION SPECIFICATIONS . 
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DISTRIBUTION —- 


The output of the PCC MIS is distributed in two ‘different forms. 
Each. Parent Child Ceriter receives’ two'! copies ‘of reports, a through 10° 
that report that center's service and cost- patterns. ‘One of these ‘reports 
is for the project grantee ;~ ‘the other, is for the PCC ‘director, and. stafé. 
The. project advisor is to have. access’ to. the PCC MIS data through - ‘the PCC 
director. whew 


* 


‘The national ‘of fice Of. the Parent Child Center, Program, is to receive 


“four copies. of reports, Z through )0. on each PCC, It is also to receive, five - 


copies. of the aggregate data“for ‘the PCC programs: Management) Reports ae 


th ugh, F, One Copy. of each of the local program reports, and one: copy. of 
"the aggregate data for: the national PCC program ‘is go ‘into the permanent ; files: 


: _mé{ntained: by the prograin. A similar set of | TeDpEtS ‘is “to: be: available. 


for. ‘the chief of the. Parent chia Cénter Prégram, arid a third Set ds. te be 


_ available for the ‘grants management, division of the Office of chile Develop 
ment. ‘The fourth set of local: project’ reports. is to be. divided: “among the — 
Program Coordinators of the: ‘Parent Chila Center Program staff, to correspond” 
: with’ their assignments . “The: two sets - Of | national eggregate’ data~-wanagement as 


Reports A through P--are. to be: availaba oo “the. PCC Program. Coordinators of we 


the national PEC progran stafé. eee ada | 6 = Rs 5 
| ‘The Chief of ‘the: Parent, ‘Chia center program “will. be. responsible - 


‘for addi tional dissemination of the quartet. BCC. MIS: statistics’ “to those i 


“in the agency: to. whom he has responsibility. (for éxample, the Director of 


the Bureau ‘of. Head Start. and the Director (Of the ‘Bureau ‘of Child. Development — 


: Services)” a ser ae - : o yo ee Mii A as (te, 
ae ce we 
So se 7 a a _ : ™ . ' 
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